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Dedication

The adult and student volunteer aides have made it
possible to maintaln Library Media Center service in many
elementary and secondary schools. Many hours are cheerfully
shared by library clubs, or library committees in circulation
services to children and young people. This handbook has
been prepared in acknowledgement of the activitlies they per-
form with the hope that it will provide suggested guldelines
toward a library media center which is the goal of the district
librarians and their staffs.



| Preface

The school district media specialists have expressed professional
concern for the progress of the school libraries and the continuing
rellance upon non-certificated aldes and volunteers to staff these

. service areas. The media specialists/librarians, realizing the potentlal
- of a curriculum~oriented learning center in meeting student needs for
individual programmed learning, have identified in this handbook the
supporting roles of school personnel, Suggestions have also been In-
cluded for simple organizational procedures that can be adapted by the
principal for his "library chalrman' utilizing the district media -
speclalist/1ibrarlan to establish his Individual school media program.

Through the cooperative efforts of the librarians In the Orange
County schools who have shared their district or school handbooks, the
commi ttee has prepared a composite handbook. It Is the committee's
deslire that this publication wll) provide a stimulus towards the pro-
grammed realization of the media center as {dentified in the Standards
for School Media Programs, and that you will add to this handbook the

"variations of procedures and policles that will make it a meaningful
handbook for your school library/media center.

N

The Commi ttee

Albert Cross~-
Tustin Unified School District
Shirley Dale~
Fountain Valley School District
Ellen Farquhar-
Orange County Department of Education
Marta Gagen-
Santa Ana Unified School District
Delitha Glenn-
Orange Unifled School District
Mary Knorr-
La Habra City School District
Hilda McCartney-
Newport -Mesa Unified School Dlstrlcg
Helen Power= ~
‘ Westminster School District
Sue West-
Garden Grove Unifled School District
Harion Wood-
Fullerton City School District
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A SchoolLibrary Media Center Philosophy

Each school district has a written statement of the district's philosophy
regarding general objectives for school library media center services.
Generally these statements affirm the American freedoms contained in the
Library Bill of Rights, the School Library Bill of Rights, and the Student's
Right to Read41§ee appendix for copies of these statements).

School llbrary medla center collections should meet the requirements of
various curricular areas, and provide for each individual according to his
learning abllity. Materlals avallable should inspire the student, meet his
individual needs and offer depth in research. They should significantly
help a student to develop a balanced cultural 1lfe and to learn to be a free,
reasoning person. Of high quality and broad dimension, materia|s should en-
able a student to take advantage of current technology.

The collection should reflect current trends In education and communication.
The findings of research in learning development, increased sophistication
of youth, the rising expectations of deprived children, the crisis of ghetto
and/or central city should influence the selection and use of materials.

Materials selection Is the responsibility of qualified specialists at the
local, state, reglconal or national levels. The process of selection is
expedited by consulting reviews, recommended lists, standard bibllographic
tools and special releases. The legal responsibility for materials In the
school and/or district collections rests with the Board of Trustees.

Suggested Goals For School Library Media Centers

An effective school library media center should:

~- Support instruction in all areas of curriculum, with a richness of
materials made easlly accessible

-- Increase opportunity for self-directed learning for lifelong educatlion
and enjoyment

-~ Develop appreciation of our cultural heritage and responsibilities of
citizenship

-- Improve and extend educational opportunities for puplils of all raclal
and ethnic backgrounds

-- Encourage innovative ways of teaching ard learning through the use of
instructional media

-= Involve members of theicommunlty and enlist their support

== Maintain supportive staff in sufficient number quatified to implement
diverse services

&

-- Provide an environment conducive to learning




Community Supp‘ort_

Parent-teacher organlizations have always recognlzed the need for an
adequate school library media center under the guidance of a profession~
ally trained llbrarian or medla speclalist. Community groups should cons .
tlnue to support the library program and lts objectives. The library is -
the result of careful planning and constant effort, and the contribution
~of volunteers is a major one., Thelr enthustasm and loyal support have -
benefted the reading interests and abllitles of thousands of chlldren, 3
thelir competence ls respected. : :

"Frequently, parent-teacher assoclations actualty Initiate and Imp!ement
school 1ibrary media center programs. They provide funds for the purchase:

of materlals and supplies, as well as volunteer services. In this process, -
they consult with school administrators and professional school librarlans, -
“Usually, however, the full responsibl1lty for library servlces is trans-
ferred to the school board as sooh as posslbie.

Volunt_eer Personnel Policy

California Association of Sclicol Librarians (CASL)
California Assoclation of Eaucational Media and Technology (CAEMAT)

Volunteer servlce rendered by parents or community personnel can be va!uable§
but should never be expected to replace full-time support or professlonal
staff. ,

Student assistants are not the equivalent of adult media aldes.. These

students can receive valuable work experience that might eventually lead - ,
to a career. However, such programs require careful planning and super-. ,fij
viston, and should be designed as Instructional programs for ‘the students .00
Involved.

10




Goals and Objectives
Gdél:~

To present 5tandards for media programs that will best ald the

schools In implementing their educatlonal goals and Instructional
programs.

~;‘0bjectives.

To bring standards In Ilne with the needs and requlrements of
today's educational goals.

To coordinate standards for school library and audio visual pro- , ,'-,~f _f;
grams. S

Standards for School Media Programs
ALA and NEA 1969

Goal:

The purpose of standards Is to provide guldelines for present and
_potential medla programs that will ald schools in achleving educa-
tional goals.,

Objectives: .
The standards should serve as one of the Instruments fdr continuous -

evaluation of the media program's abllity to meet evolving objectlves
of the education program...

Thls will lead to the development of local standards...
The sicndards allow for advances through stages of development...

Standards for the Development of School
Medla Programs in Californla
Jt. Committee CASL and AVEAC (now
CAEMAT) 1970

Goal:

The goal of the Orange County Instructional Medla Councll is to
provide strong media support programs in every school district
in the County.

Objectlves:
To develop a continuous program in Orange County to encourage school

administrators to hire qualifled personnel to develop and operate
media programs.

11



To work diligently toward the adoption of standards within each
school district that will glve teachers and students the quantlty

and quallty of materlals necessary to upgrade the educational pro-
grams of the district.

To promote the selectlion of quallity equipment and In the quantity
necessary to allow faculty and students to use materlals in all
sltuations with the full realization that the eculpment selected
will glve the best possible service.

To stress the need for appropriate space and facllitles to make the
function of the media program adaptable so that the goals outl{ned
can be realized in an atmosphere conducive to learning.

Guldelines for Medla Centers in
Orange County

Orange County Dept. of Education -
Orange County Instructional Medla
Council, 1971




The Education Code and School Libraries

Senate Bill No. 910 was signed by the governor in 1970. It was
"an act to amend Sections 891, 891.1, 891.3, 7101, 7151, 7153,

7203, 7207, 7209 and 13289 of, to add Sections 7050 and 7050.1

to, and to repeal Sections 7103, 7152, 7155, 7202, and 7206 of
- the Education Code, relating to school libraries.” )

This act:
. == Required the governing board of each school district to provide
. 1library services for pupils and teachers by elther establishing
i ~and maintaining school llbraries or by contracting for library
services. R, . . SR ;

-~  Requires -the State Board of Education to adopt rules and regu-

- latlons governing school library services; and requires school
district governing boards to adopt additional necessary rules
and regulations.

“== Provides as an alternative that 1tbrarians employed by a school
~district may possess a valld credential authorizing services as
librarian Issued by the Commission for Teacher Preparation and
Licensing rather than the State Board of Education, R

-- "Elimlnates provisions whereby ayschool,ltbrary may be made a E
‘ branch of a county library, and authorlzes contracts with county
authorities for provision of llbrary services to districts.

=~ Makes numerous related technicul and other changes in provisions *
relating to library services provided by county superintendents,
employment and certification of library personnel, care and custody
of library books and materlals, and other related matters. .

-~ Requires all librariens employed Tn any elementary or secondary
school to possess a specified credential, rather than Just those
librarians who were employed for more than two hours a day.

13
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LX)

School Library Media Center Use

As much as possible the center should be available to every ¢hild,

alde and teacher during the entire school day.

Teachers should be able to bring classes to the school )ibrary media

center for planned activities, Students from other classes should

sti]1] be allowed use of the medla center during these times !f there ;

-is proper personnel on duty.

Groups or Indlvlduals from a classroom should have the opportunlty to
use the media center for research and planned activities when there
s proper personne} on duty , -

A flexlble plan of schoo! iibrary. medla center use shouid be imple* o

mented to allow the use as described above. Discourage rigid scheduling

of classes on routine visits. To avold conflicts, provide a slgn=up,

but use small time modules so the teachers can schedule thu necessary
amount of tlme needed,

Students should have free and unllmited choice of materials regardless :
of level of development. Achlevement beyond grade level Is often the ',a‘>
result of the pursult of Interests. , . '

' Restrlctlons on students should be kept ‘to an absolute mlnimum. Only ’

a chronlc offender should be restricted from checking out additional
materials. -Actual experience has shown a lower loss with Yopen' pollcy

~than In schools with a restrictive policy. Restrictions on the: number

of materials deter completion of multiple asslgnments and develops
negat{ve student attltude. , .,
Restrictive pollcy and attitude Is counter to the developmenfjof~a,
positive attitude about the media center. - It should be a friendly
place where students like to go and where they can enjoy the materials'
and experlences recelved there. _

‘Some of the most expensive and most usable materials are in the reference

section.. The attltude that these must not leave the center should be
dlscarded. Reference material should be checked out on an overnight
basis to increase the avallability of this valuable and limited resource.

Procedures for operations should be established by the professional
media speclalist/librarian assigned to the school, In consultation with
the principal, and in concert with the guldelines, The school clerks,
media clerks, and the volunteer asslstants should maintaln that system
and follow established procedures.

In case of emergency: Indicate here what you can do, and who you should
contact first by telephone or messenger.

154/




PART II SCHOOL PERSONNEL
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~ Role of the Principal

The principal Is the prime energizer of :he school library media
center program. He sets the tenor of his school's curriculum through
- the wise utilizatlon of his library media center personnel and tts
resources. :

in his role as building principal he should

recognize the district and bullding library media speciallsts as

professtonal members of his staff.

encourage his teachers to confer with the library media specialist
regarding materlals and skills to enrich the curriculum unlts.

promote wide and effective use of the media resources on the part
of all students and teachers.

suggest to the classroom teacher that they cooperate with the library

med!a specialist in teaching the Individual student and small groups.
be involved In the total medla program.
accentuate the concept of a total media center program.

encourage routine procedures which will make materials easily
avallable for use; work closely with his library media speclallst
and the district guidelines In the establishment of effective
procedures.

appoint a library chairman and guide the parent organization in
thelr 1ibrary media center participation, ‘

develop policies and procedures for purchase or acceptance of
glft materials to the library media center (in accordance with
existing district guidelines.)

encourage parents and students to volunteer time to assist In the
operatfon of their library media center in order to provide maximum
usable time for the students.

clearly interpret to the volunteer aldes thelr role in the program
and work cooperatively with the district and/or building 1lbrary
media speclalist In their training and orlentation.

implement the district policy for handling of questioned materials
by Interested parents or a communlity group.

involve énd prépare-the staff In the concept of a llbrary media
center,

18
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establish his responslblllty‘for.the organlzation, admlnlstration.
and supervision of all actlvities that take place In the school.

plan with the library media specialist for staff orientation.

work with the staff and the library media specialist In the
development of evaluative criteria of the medla center program.

20



Role of the Library Media Specialist

The role of the library media specialist will vary according to the
district organization. Whenever there Is a full-time credentialed librartan
present to serve as a media specialist in the school building, the curricuium
program will be able to make the greatest use of the avallable resources.

The credentlaled |ibrarlan will

-- coordinate the selection of materials for the media center and its
~ curriculum orliented program,

-~ establish procedures that will assure accessibility of all materials
to students and teachers.

-- assist teachers, students and technicians In the production of
~learning materials to supplement those available through other
channels. ' ‘

-- work with teachers in the planning and Implementation of curriculum.

-- provide the Inservice training necessary for the effective use of
media.

-- assume responsibility for providing instruction in the use of the
library media center and {ts resources. Although most of this -
instruction will be done with individual students in the library
media center, group tnstruction can be presented by the teacher and
the library media specialist In the classroom.

-- assist children and younyg people to develop competencgﬁin.}lstening,
viewing, and reading skills, =S

== help students to develop study habits, acquire independence in
learning, gain skill in the techniques of inqulry and critical
evaluation, develop desirable reading, viewing, and listening
patterns, attitudes, and appreciations.

-- provide teachers with pertinent Information regarding student progress,
problems, and achlevements, as observed In the library media center.

-- serve on teaching teams. The activities of the media specialist
Include acting as a resource consultant for teachers, designing media,
and working directly with the students in thelir research and other
learning activities. The library media specialist should be a full-
time member of the teaching team.

-- make available to the faculty, through the resources of the profes-
sional collection, information about recent developments, instruc-
tional disciplines and in the general field of education.

-- supply information to teachers on avallable inservice workshops and‘"
courses, professional meetings, and educational resources of the
community. .
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provide primary guidance in the establlishment and conduct of the
library media center program in the school. Program objectives

 will be reviewed periodically with the principal. The district

guidel 'nes should be generally followed with mutually agreed
varlations as needed for particular sltuations.

conduct effective inservice for all library media center personnel,
and be available to consult with them as needed regarding the !lbrary
media center program, its dlrectlon; and thelr part in It.

establish guidelines for book falrs sponsored by the school's parent '
organizatlons. ﬁ

see that specially purchased materials (i.e. ESEA, NDEA, glfts) be
so marked on the material as well as on the shelf list cards or
inventory records.

establish guldelines for PTA purchase of library media center
materials.

work with the principal and staff In developing evaluative criteria
of the library media center program objectives.

plan with the principal for a total staff orientation to the llbrary
media center, ‘
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Role of the Teacher

The possibillties of utilization of the library media center can take
several directlons.

With volunteer aldes:

-- The teacher will Introduce library media center skiflls and rout}nes
to his class.

-= The teacher can use the library media center as & source of supple-
mentary reading material.

-= The teacher needs to appreclate the limitations of the role of the
library media center alde.

-- The teacher Is responsible for the disclpline of his students in the
media center. '

-- The teacher needs to become familiar with the 1ibrary media center
collection. :

-- The teacher will work with the alde to see that the materials ave
returned.

-- The teacher will have the children ready to visit the 1lbrary media
center when a schedule Is Involved. '
ey,
-~ The teacher will confer wlth’tﬁ; principal to obtaln district resource
materials. : '
With a library media center clerk:

-- Same as above, but will have added responsibility, record keeping,
along with constistency of service.

-- Also bettef contact with dlstrict'ltbrary media specialist.
With bullding or traveling library media speclalist:

-~ The teacher should work with hls library media speclalist in the
development of class units using the medla center resources.

-- The teacher will be advised of current resources available at the
district offices.

-- The teacher can arrange for small group learning experiences with
the medlia center. )

-~ The teacher can have the library media specialist Introduce media
center skills.,
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Role of the School‘ Library Media Technician

The library media technician may elther be assigned to the school
building or move between several school buildings on an establlshed schedule.
This role is assigned to the newly evolving paraprofessional, who graduates
from community college with knowledge which permits responsibilitlies broader
in scope than the library media clerk. The library medla technicians have
specific training and direction in operation of the technical aspects of the

library media center.’

The traveling library media technlcian is responsible to the prlnclpal
when procedural conflicts are encountered. These differences will be solved
by the district library media specialist.

The library media technician will

-~ complete the tasks of preparing the library media center for use
and assist the faculty and students in that use.

~- maintain the card catalog as a reference source. This must be
maintained accurately to assure its usability.

-~ assist in maintaining a materfals circulation system which will
Include the processing of new materlals as well as ldentlfylng
others of need.

~- assist in maintaining an orderly, friendly atmosphere in the media
center. '

~-. assumes responsibility for the audlo-vlsual equlpment and its
services.

-- maintain library media center records of supplementary Instructional
materlials and equipment.

-- assist teachers in the development of instructional media.
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Role of the Volunteer Library
Media Chairman or Co-Chairman

The role of the volunteer library media chalrman or co-chairman iIn
the conduct of the llbrary medta center is a most Important one. The
school districts have provided space for a center but may be unable to
provide needed certificated personnel to operate the center. The volunteers
are a vital mainstay to the success of a library media center program.

The volunteer library media chalrman has certain tasks that should be
done. These tasks are as follows:
-- Distribute and collect forms for recrulting volunteers.

~= Work with the library media speciallist; assign volunteers to
scheduted times and duties.

-- MWork closely with the school principal for guldance where pollctes,
procedures and materials are in question.

--  Know your media center, it's books, staff and unique features.

-- Inform volunteers of ‘media center schedule and changes in schedule,
such as holidays, etc.

-- Assign substitutes when needed.

-- Bring questions or problems to the attention of the library media
specialist or the library media clerk.

-- Under .the direction of the library medla speciallst or the 1ibrary
media clerk, check bibliographies for book orders.

-~ Under the direction of the library media specialist, glive spectal
attention to helplng tcachers make use of the media center.

-- Supervise the checking-in of periodicals and the making of overdue
notlices.

~- Attend district meetings as a means of exchanglng ideas and techniques.

-- Keep In mind the overall program of the media center; request special
workshops or training sessions when needed.

-- Generate enthusiasm.
-~ Assign volunteers for processing in the district media center library.

-- Maintaln records and charts as requested by district personnel.
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Rolé of the Library Media Clerk

Where a building level clerk Is available elther on a part or full-
time basis In the school media center, the services can Include the following:

-- Assists In selecting materials for the school media center.

-- Asslsts students and teachers In choosing books, films, and other
software. ‘

-~ Makes materials easily accessible for students and teachers. .
~= MWorks with teachers in curriculum planning.
- Heips develop effective use of media with teachers.,

¢ == Asslsts In providing Instruction in use of the Center and Its
resources In a continual planned program.

-- Ff}es catalog cards and maintains all clfculatlon records.
-~ Performs software mending tasks,
-- Makes available to teachers, Information concerning new materials,
-=- _Maintalns sujtable and attréctlvé room envlronmént.
== Assists In organ!zlﬁg and training volunteer media center staff.
-- Scheduleé the use of the Center
-- Operates audio-visual equipment housed In the media center.
~-= Production of requested materlals.
-- Prdcessing of materials.
-- Performs clerical and secretarlal responsibilities.
-- Assists In preparation of research retrieval reéuests.

-- Performs related medla tasks as assigned.
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Role of the Adult Volunteer Aide

Under the supervision of the bullding princlpal and/or the school
district library media specialist, there are guidelines that can be
~established to identify task areas of service by the volunteer alde. The
volunteer. alde shall be responsible for following the district guidelines
and those procedures established by the principal and the district library
media speclallst for the operatlon of their school media center.

The volunteer aldes have certain tasks that should be done while on
duty In the media center. The alde should

=~ be prompt and regular in attendance at the media center,

-- assist In making thelr media center a friendly and inviting place
for the students and the teachers. Be enthusiastic.
AR
-- advise your chairman If you are unable to come at the assigned time.

-- assist iIn the circulation of materials'according to the district.
establ ished procedures.

-=- shelve materials according to their classification number. The.
room appearance Is more attractive when the books are arranged to -
the front of the shelves with bookends to hold the materials in
place.

-~ make note of requests for materials which you are unable to fill
for the library medla chalrman, co-chairman, librarlan and/or media
clerk.

-- refer requests for special materials to the proper person.

There are other tasks that the volunteer aide may perform when fnstruc-
tions have been provided by the building prinzipal or the district library
media specialist. The alde may

-- prepare materials for the vertical file (example: plctures,
pamphlets.)

-- assist In filing catalog cards by fil!ng above the rod in the catalog
drawers.

~= make minor repairs as identified by the district library media
speclalist.

-- assist In the preparation of bulletin board displays or exhibits.

~-- assist in making alds and games to be used in the media center as
requested by the district library media specialist.
e
-- assist teachers In laminating and dry mounting materials at the
district media center with the approval of the school principal.

-—
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-~ asslist at book falrs and other school exhibits when following
bullding or district established guidellnes.

-~ also assist by providing information to the princlpal or dlstrict
library media speclalist In regard to community resources avallable
for curriculum enrichment. Oisplays, materials, and persons are
often valuable contributions. '

Two areas In which volunteers may be faced with "what to do' are as
follows: (Dlrections }isted are only guldelincs-<care should be taken to
check with person In charge as to the specific way to handle each area.)

When any person approaches the volunteer aide and complalins
about materlals in the collection, the volunteer alde should
4 follow prescribed district procedures,

a. Refer the complalnant to the proper person--this
might be the library medla speclallst or the school
principal. :

b. Provide the complalnant with a written copy of the
procedure to follow In case of a complaint or question
about the ccllectlions., .

If an individual querles the volunteer alde about accepting gifts
~=- matertal or otherwise -- the volunteer alde should have the
person check with the proper personnel.” The volunteer aide
should never accept or In any way obllgate the district for such
things. Each district will have rules to follow about acceptance
of Yglfts." :
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Role of the Student Volunteer Aide

The role of the student volunteer In many situations is necessary to
insure the smooth operation of the library. The student volunteer may play
a vital role In attracting other students to the library and in encouraging
thelr reading. :

There are many beneflts to be gafned by the student volunteer. The
knowledge gained through service in the library will be useful to him. Learning
to help others 1n the use of the library is excellent training for any profession.

The student volunteer may be tralned In and assigned to many different task
areas., Some possibilities are

-- foom check - housekeeping

-- c!rculatlon desk

== door duty

-- shelving of matertals

== care of newspapers or magazines

== check of audfo-vlsual media for possible repalrs

-- prepare bulletin boards and exhibits

Some speclali pfojects that the studenti vélunteer may be trained in are

-- speclial typing asslgnmentsr

-~ various steps in processing library materlals

-- helping with overdﬁe noticés and statistics

-- pulling materials for specific learning situations

-- checking In new books or magazines

-~ delivering, setting-up and running audlo-visual equipmeht

-~ filing cards In the card catalog above the rod

-- filing shelf list cards in the file above the rod
Expectations:

The student volunteer should use caution in doing his tasks and in helping
library users. If he feels that he needs help with a task, he should ask for

2]

~ help rather than bungle through. He will want to consult with the proper personnel

when in doubt about any operation. (See appendix for additional materlals on use
of student alde.)
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PART III ROOM ENVIRONMENT
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Room Environment

~ General Considerations

The school library media center aide

%

~- realizes that those people on duty in the media center often set the
tone for those who come in.

-~ dresses neatly and approprlately while on duty in the media center.

-= 1Is courteous and friendly to all. Tells acquaintances who stop to
chat that he 1s on duty and will see them later.

- .helps keep the media center neat, quiet and In order, making sugges-
tions to Iimprove the center and the servlces it renders. ;

-~ knows that good housekeeping has much to do with the general appear- el
ance of any room; he will have a regular schedule for dusting shelves, =
furniture, counter tops, audio-visual equipment and other media center .
furniture and equipment, : e

-=- checks the room environment before and after each class comes In. to
use the media center.

== knows that during busy schedules, clean-up should be encouraged S-IO
minutes before the end of the period.

C)Imate Control

The library aide will

-

-~ do all things possible to assure that the medla center Is Ilght alry
and cheerful, s

-- make an effort to keep the temperature of .the room as EOmfortab!e”as
possible at all times. .

-- keep the reading areas arranged so that the students are not reading
in dlrect sunlight.

-- bring to the attention of the proper personnel, any maintenance or
repair needed for the windows, lights, air conditloning, heating, or
other climate control apparatus.

Rocm Arrangement (General considerations)

The library alde will

-- rearrange furniture and/or equipment when appropriate for a particular
learning sltuation, returning them to their proper positlons after use,

-- sometimes set out specific books, magazines, or other materials for a
~ class, returning them to the shelves after use.
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Room Arrangement, contlnued.

-- check the magazine area regularly to assure that the magaz!nes are~{kf‘
in proper order and condition. :

Shelving
The library alde witl

-- shelve all hooks and materials which are ready for shelving after
checking to see that the correct book card Is In the pocket.

-~ bring all books to the front edge of the shelf.

== read the shelves regularly checking for books and materials not in
thelr proper order, rearranging them in thelr proper posltlons or
returning them for later shelving.

-~ shift books and materials when necessary and add bookends where needeﬁ.

Library Furniture

The library alde

=~ will periodically check the furniture for pencil marks or other
- removable markings.

-~ will see that the tables and chalrs are kept in poslt]ons.

-=- knows that maintenance and repair needed for furnlture should be
brought to the attention of-the proper personnel.

-~ keeps all movable furnlture such as book trucks out of the medla
center traffic areas. :

Circulation Desk

The library aide
-=- dliscourages loiterers around the circulation decik,

-~ as he stamps the date slip he indicates to the student that the
transaction is complete and that the student nay leave the area.

-~ sees that the clrculatton desk 1s clear for aetlon.

Card Catalog

The-library alde checks

, -~ the card catalog regularly to see that the drawers are In thelr properé
*  posltlons. '

-- perlodically to see |f the drawer labels are in place.

-- to see If the rods are all Jocked in position.




Plants
The library atde cares for all plants regularly, watering and feéding

onh a regular schedule.

LIbranx}Ethblts (General conside.atlons)

The following are important points the library aide observes In settlng :
and malntaining exhiblts In the \Ibrary'

=< Attempt only one thing at a time.

-- Begin work on the exhiblt far enough In advance to have everythlng
organized before actually beginning to set up the exhibit,

~~- Show only what can be handled well fn the space avallable,

-- Place the exhiblt so that |t will not luterfere with free movement
about the room. :

-~ Remove the exhibit when directed. - St

-~ Maintaln a file of exhlblts, resources for exhlblts, and sources
for materlals, supplles and equipment for exhlblts. 4529 ‘

8ook Falrs i
“In conjunction with the proper personnel, the library alde wlll
-- display the books neatly and Invitingly. ' .

-- straighten the display periodically.

-- keep speclal tables or racks arranged and In order:

- == use colorful posters and extra book covers for promotion and for
the book fair.

-- station monitors at the doors when falr Is In progress.

Special Exhiblts

The library aide

== knows that even in the smallest media center, arrangements can
be made for special exhibits of books, art work, student-made
materlals or realla.

-« checks to see that all art work and student-made materials are
labeled before displaying them to Insure returning them to their
proper owners and also to glve credit to the artists.

-- in handling special exhiblt materlals, uses the greatest care and
respect. ‘

-~ returns all materlals to thelr owners immedlately after use.
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Bulletin Boards

Materlals

Poster materials are easily obtained and very effective.
Travel folders are interesting to the viewer.

Book covers are handy and a good aid.

Paper cut-outs are easy to construct and adaptable.
Photographs can sometimes be used for effect.

All lettering should be large and legible.

Pins are recommended for holding materials.

Preparation and Technique

Neatness |s the first requirement.

There should be a center of Interest.

Materlals and.margins should be balanced.

Bulletin boards should be attractive and eye-catching.

An appropriéfe heading or caption sometimes adds meaning and
effectiveness. :

Themes

Subject, interest categorlies and hobbles are always good.
Speclal occasions and themes are well recelved.
A bulletin board can emphasize library policies.

. Drawing attention to special collections Is appropriate.
Bulletin boards organized around a slogan are good.

Sources for Free Materlals

Most large corporations have some type of free materials.
Travel bureaus and airlines have art posters.

Foreign embassies will send charts and bulletin board materials
Gas stations will donate maps.

(See appendix for bibliography on room environment.)
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Other Files

THE PAMPHLET FILE

This valuable resource can provide alternatives to learning for
the students at a minimum cost. Many publications are available
from industry. Selection criterta should make this collection
curriculum oriented. Organization of this collection should be
simple form of alphabetization of subjects used by teachers.
Folders and large envelopes are avallable from llbrary supply
houses. Catalog cards can be prepared for each subject folder

included in the pamphlet file. Library aldes can assist In making
this a valuable learning tool. -

THE VOCATIONAL FILE

Work experience has been ldentifled as alternative learning method, _
This file may be part of a career center or be located In the -~ - .= .
library media center. Speclal organization of this material has .,'
been established by the publishing source. Quantity of materlais
and its format will determine the best method for student use,

STUDY - PRINTS/ART REPRODUCTIONS FILE

" The curriculum and the storage facility will determine the
‘ organlzatlon of this materlal. The plcture flle Is now Identifled

as study print collection and Is given curriculum subjegt categorles i
and may be filed in the card catalog.
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PART IV PROCESSING OF
PRINTED MATERIALS
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Commercial Cataloging

There are several companies that will furnish, for a small fee,
catalog cards for materials they publish and there are other companies who
will seltl catalog cards for some audio-visual and most book materials.

The best known for service to schools are the followlng:

1. Library Journal Kits Box 703
‘Times Square Station i
New York, New York 10036
2. Library of Congress Washington D.C. 20540

3. H.W. Wilson Company 950 Unlversity Avenue S ‘?
Bronx, New York 10452 o

4. Professional Cataloging 1009 West 18th Street
Service Costa Mesa, California 92627

5. There are others; see your district librarian.

(PLACE YOUR DISTRICT'S SOURCES HERE)
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Checklist For Processing Books

Type catalog cards from worksheet or main entry card.
Type clrculation pockets and cards.

Paste pockets In books.

Stamp books with ownership stamp.

Put cal) number on spine of hooks.

Attach plastic book Jackets to books (1f used.)

File catalog cards above rod.

Remove shelf list cards for separate filing in shelf 1ist card flle.
Count and record number of books processed.

File shelf list cards.

Put books on shelves,

Variations in Processing Books

Reference Books

- OW OO~ NI W D —

— —

1. Type the capital letter R or the three letters REF or Ref centered.g '

above the call number on all catalog cards, clrcuiation c. ‘cards and
pockets, and spine labels.

R REF ~ Ref
921 921 921
e Cog Cog Cog

Paperback Books

1. Type circulation card. Type and adhere book pocket if used.
2. Stamp with ownership stamp.

REFERENCE BOOKS

FOR REFERENCE
Label for Reference Books

NOT TG BE TAKEN FROM THE ROOM

»D 29 O1R ~

No cards and pockets are used in reference books such as encyclopedias,
dictionaries, almanacs, gazateers, etc.
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Classification

The classification of materials Is a specialized skill requiring
background knowledge in school curriculum and methods of organizing
materials to faclilitate retrieval. Many books are delivered with
commercial catalog cards; however, when not avallable, these skills
should be provided by the district librarlan's office.

Audio-visual materials are often-times glven an accession number
with a code symbol which identifies Its format. However, the classifi-
cation of all materials using the Dewey Decimal Classlfication System
is becoming more popular in the sqg?ol library media centers.

DEWEY DECIMAL CLASSIFICATION SYSTEM

A classification system which makes it possible to organize materials
according to Its subject content.

000 -~ 099 General works , 500 - 599 Pure Sclence S
o ex! encyclopedias ex: astronony, trees e
100 - 199 What men think (philosophy) =~ 600 - 699 Applied science !
ex: psychology _ ex: medicine, rockets
200 - 299 What men believe in ~700 - 799 Fine arts
~(religion) : : ex: music, paint!ng
300 ~ 399 How men live together 800 - 899 Lliterature :
(sociology) i ex: poetry, plays, REEE
ex: UN, government 900 - 999 History and travel, geography
400 - 499 Languages : ~ 92 and 920 Blography o

- ex: dictlonary

EXAMPLE OF CLASSIFICATIO“ NUMBERS

The call number is the classificatlion number assigned to the contents of the
book.

821

oan  (LITERATURE) 330 (B10GRAPHY)
fov (FICTION) £ (easy)
RO31 | S ' | o

wor (REFERENCE

in each case, the second line Is the first three letters (or one) of the
author's last name, except In blography when it Is the first three letters of
the subject's last name.
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PROCESSING OF MATERIALS

Catalog Cards
Main Entry Card or Author Card

Aldes with typling skills can be of great help in typing catalog cards from a
main entry card or worksheet. The main entvy card, sometimes known as the author
~card is shown below.

MAIN ENTRY CARD or AUTHOR CARD

= rl space from edge
| ~9? spaces from edge

'»H spaces from edge

v
v
3rd line———>359.3 Hegter, Basil

Hea The blagk coast; the story of the PT boat.
2d ed. New York, Farrar, Straus, 1967,

Tracings I
11 spaces in >1. World War, 1939-1945, | Title : v
1 line above : _ _ st

hole for rod o O

There will be variations from district to district. Pay particular attention to the
spacing throughout. Follow the format of the main entry card in your typing of other
cardsl From the main entry card you will type a title card and subject card (s},

Tracings are the added entries made. Those listed by Arabic numerals indicate
they are subject headings and should be typed In all capitals on subject card (see example
Those notations after Roman numerals are to be typed in smaller case letters on title card™
{see example). . . Lo
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Title Card

The Hitle card is the same as the main ’enfry except that the ttle s also typed
above the author's name. The title Is typed 2 lInes down from the top of fhe card
and begins 11 spaces from the left margin. .

TITLE CARD

- 9 spaces frdm edge
Jl spaces from edge .

2nd line 3> The black coast _
' 359.3 Héatter, Basil :
Hea , The black coast; the story of the PT boat.

2d ed, New York, Farrar, Straus, 1967, - - = 1 .
13lp. lllus. (Nawlhlstory ofWorld War Il) 1

[ S

1. World War, 1939-1945, | Title

O |

TWO-LINE TITLE or Any Other 2-Line Entry
9 spaces from edge |

1] spaces from edge

B f;spaces fr:mdgegg-

2nd line« * uplon list of publlcotlons in opaque micro=
Symbol for{>R v orms
Reference | 016 [1lton, Eva Maude
material Til A unlon list of publications in opa ve micro-

forms. Metuchen, N.J., Scarecrow Press, 1959,
346p.

1. Bibilography. | Title

O




Subject Card

The sub]ecf card 1s the same as the matn entry card except fl~at the sublect s
heading Is typed above the author's name in oapltal Ieﬂers. A book may have S
- more thcm one subject card, | G

"~ SUBJECT CARD

9 spaces from edge
}l spaces from edge

2nd line — &IORLD WAR, 1939-1945
3rd |ine-——7359.3 Heatter, Basil : ‘ .
"~ |Hea ~ The black coast; the story of the PT boat .

2d ed, -Mew York, Farrar, Straus, 1967.°
131 pi illuse (Naval hlstory of World War Il)

1. World War, 1939-1945. | Title -

O




Shelf List Card -
© The shelf list card Is typed exactly as the main entry card {avthor) with the
following additional information, Beginning at the first indentation (9 spaces from

 the left margin of card), 2 lines down from the information given on the author card,
*{ist the copy number or accession numbers being added, source of supply; date

- processed (month and year only) and cost of book.  The complete Information is giv'afnL
on the first copy of the set being added and only copy numbers follow this, ,

SHELF LIST CARD

9spaces from odge
I _;}spaces‘from&ge o

adlne—ls359.8  Hegper gl o
 2ded, New York, Farmar, Straus, 1967, | -

Coy 1 Farar BSEA 748 7|
Copy 2 (vender) | 49 4,00

O

(FLACEV YOUR DISTRICT'S VARIATIONS HERE)




Circulation Card and Pocket .

Circulation Card

three letters of the author's last name) is“typed In the upper left-
hand corner, flrst space from the edge, Below It are the author's
last name and title (see sample below and on next page) .

The call number (which consists of Deway number plus the flrst

On the right side of the card Is the copy number or accesslon

number. 'Check with proper personnel to see which your center has
used and BE CONSISTENT. ‘

' ‘ ' ‘ croi.2. o R I
Cati numbenf_[ 'gZi ~ : f ¢Copy number or . '

Author : : . Accession number:
Title Commanger, H. - , R SR
| ‘he first book of nistory

- : ROOM
DATE BORROWER'S NAME | \iiar

GAYLORD &0

Sk



Circulation Pocket

Begin typing oh the 2nd line from the top edge of the pocket and”
3rd space from left edge. The call number Is typed first, followed by
‘the author's last name and then title (see sample below). The copy
number (or accession number) is typed on the right-hand side of the

pocket.
DATE DUE.
Call Numben_....[ 973 COP-2 G COPY number or
Com Accession number
Author S ——) ’
Title »| Commanger, N

The first book of history

3

BE CONSISTENT with practices in your school. - Both circulation card and
pocket should match for ease In matching card and pocket in check-in.
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Plastic j;ckets

Instructions come with the plastic jackets. Follow the directions for adhering
the particular ones you have. ) ‘

) Bésically, the book jacket is put on the inside of the plastic Jacket and the
plastic is folded to fit the book jacket. It is then attached to the book with attaching
tape which may be purchased from any library supplies vendor. ‘ oo

| Pasting
* The book pocket is now ready to be pasted in the book. Some media
speclalists/librarians place thelr pockets in the front, others place them in the back.

Check the books on your shelves and continue whichever practice has buen started in
your school. If there is a question, check with proper personnel. .

Lettering
Lettering on the spine of the book can be done a number of ways:

-= Electric stylus
-- Spine label
== India Ink

Typing the call number on a pressure sensitive label (from a library supply
vendor) and adhering it to the spine of the book gives a uniform appearance toall
the books. (The label, if used, should be covered with a thin coat of white plastic
glue after being adhered to the book.)

Whether using india Ink, electric stylus or the spine label, mark the spine of
the book 1/2" from the bottom and use this as a guideline for marking or placing a label,
This gives a uniform marking and appearance. Be sure that the lettering or fabel Is i
straight and centered on the spine (see sample on next page). It is recommended that - -
the lettering on the spine be 1/2" from the bottom of the spine on each book. However, -
there are district variations. ' ‘ 5

St_amping

Each school has Its own school ownership stamp. Each library bock should be
stamped with this stamp. Nomally a book Is stamped on the bottom of the first page of -

the book, the title page, and another designated page. This varles from school to school
Check the books in your media center and Indicate below where you should stamp fhebod(g

Rige
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: | - Samples of Spine Labeling

soumiqr] o} $1008
suniqr] 103 D108

gwmg siuoydej3 uod

X | Lo
Plaber—>{ | Reb |

" Y?”

Lettermg Gulde |
For Use in Imprmtmg Book Spmes

ABCDEFGHIJIKLMN
-0 PQRS’T'UVWXYZV

o.bcdef \MJ Kimn
opqrst uvwxyz.

1234567 8‘30
TRY_TO HAVE ALI. WRITING UNIFORM
' IN SIZE, aLANT SPACING AND FORMS OF LETTERS

: 5'/5"& G e



PART V  PROCESSING OF
AUDIO-VISUAL MATERIALS
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Audio-Visual Materials

Each district will have Its own variations In the processing of
audlo~visual materials, Keep this In mind as you work with this hand-
book. This Is one way; a suggestion.

If you will note, filmstrip and filmloop circulation cards are handled
differently from study.prints and other media. Many districts handle all
media with a circulation card at the desk as recommended here for filmstrips.

Check with proper personnel as to how your district handles It and make notes
as needed in the manual. ‘

Please note the media coding system on a following page. This is only

one system. There are many and your district will develop one that fits its
needs.

Follow the main entry card in typing tltle,'subject, and shelf list cards
"~ for audio-visual material just as you do for books. Follow the spacing,

capitalization, and Indentation as indicated on the worksheet or main entry
card.

Circulation cards and pockets for the audio-visual materials are pre-
pared Just as for the books. (See examples on next page.)

Follow the filing rules when filing audio-visual catalog cards.

Some audio-visual media Is boxed In sets which should be marked In
sequential order.

Lettering and stamping of audio-visual medta Is usually placed on the
label of the item Itself. All parts must be lettered and stamped to Indicate
ownership, Including guides and manuals. A

Media Organization

All audiovisual materials should be displayed and
circulated in a systematic, uniform manner. Librarijans
will use the Dewey Decimal Ctassification System, or
accession numbers on various forms of materials. Each
system has advantages and disadvantages. They will use
the SEARS LIST OF SUBJECT HEADINGS as a standard source
for tracings. Remember that the card catalog can always
be used to locate items.
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A.V. Media Circulation Card and Pocket

Art Print #——>| AP-6 C-1 Je—Copy ¥

Painter———{ Darro
Title——>! Abraham Lincoln

DATE DUE

Kit————> | ks$-500 a3 «—Copy #

Kit Titte—>| Drag Racing

ERIC
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A.V. Media Circulation/Card and Pocket

Film Loop

FL

Lé
 Desert flowers (' ‘} q

DDﬁ'AJTEE BORROWER'S NAME N&?gg

DATE DUE

- ‘ FL
CAYLORD B0 46

Degert flowers

o

If the librarian has assigned a decimal classification number to the media,

it will be necessary to include the name of the producer on the pocket and
card.
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Media Coding System

MP Motion Pictures

FS - Filmstrips

FR Filmstrip with Record

FC Filmstrip with Cassette

FM Filmstrip with Manual or Script
SL Slides

SP - Study Prints

ST. Transparencies

RD i{ecordings - disc

RT Recordings - tape
RC Recordings - cassette
Pl Programmed Instruction

KS Cross-=media Kits

AP Art Prints

CT Charts
M Maps
GL Globes

EQ Equipment

RA Dioramas
RM Models and Mockups
RE Realia
RS Specimen
. Note: An alternate procedure is to spei! our the fypes

of media instedd of the coding system.
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Steps in Processing Art Prints

1. Type catalog cards from worksheet or maln entry card. Follow spacing,
capitalization, and indentation as indicated on worksheet.,

2.,  Stamp the ownesship stamp in the bottom nght-hond cornier on back of
o each art print,

3. Mark the art print number and copy number Just above the ownership
stamp. ' :

4,  Type the circulation pocket and card.

5.  Adhere the circulation pocket to the lower nght-hcmd comer on back
of art prlnt.

6; - Color code the catalog §a|:ds.

7.  Count and record number of art prints processed.
8.  Place processed art prints in proper storage urea;
9.  Remove shelf list card and file in shelf list card file above the rod.

10.  File catalog cards above the rod in card catalog.

(WRITE YOUR DISTRICT'S PROCEDURES HERE.)
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Steps in Processing Cassette Tape Recordings

1. Type catalog-cards from worksheet. Follow spacing, capital-
ization, and indentation as indicated on worksheet.

2. Mark label on tape reel with 6wnershlp stamp.

LSl

Type clirculation pocket and card.

L. Adhere the pocket to the back of the container.

5. Type a label with the tape number and copy number.. Adhere to
the left side of the container about 1 irch from the top of
the container, if wide enough. If not, mark the tape number
and- copy number of the ieft side using a permanent fine-line
“felt-tip pen. ,

6. Count and record number of tape recordlngs'processed.

7. Remove the shelf list card and file in the shelf list file aboVe“
the rod.

8. File catalog cards above the rod.

9. Place processed tape recordings in proper storage area.

SAMPLE CATALOG CARD
(MAIN ENTRY)

"RC what is propaganda? (Cassette) Wollensak
33 1970 .
| cassette 1 7/81ps (Social studles
series)
Manyal
PROPAGANDA
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1.

2,

6.
7.
8.
9.

10..
n.

‘u'ai

Steps in'Processing Exhibits

Type catalog cards from the worksheet. Follow spacing, capltalfzation,
Indentation as Indicated on worksheet.

Mark each item (if practical) in exhibit with the exhibit number and
copy number.

Type and adhere list of contents on the Inside cover of ‘each exhibit,

Type clrculation card and pocket.

Adhere circulation pocket to the lower right-hand corner of the exhibit
box.,, v , '

Mark container with exhiblt number and copy rlymber.

Color ﬁode the catalog cards.

Count cm& record number of exhibits processed.

Remove shelf list card and file In shelf Hist card file above the rod.
File catalog cards above the rod in the card catalog.

Place processed exhibits in proper stofuge area.

(WRITE YOUR DISTRICT'S PROCEDURES HERE.)
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Steps in Processing Filmloops

b. Type catalog cards from worksheet. ‘Follow spacing, capitall-
zation, and indentation as indicated on worksheet.

2. Record the filmloop number and copy number in the upper left-

hand corner of label on cartridge. Letter ownership at bottom
of label.

3. Type filmloop number and copy number on spine label and adhere
to the side of the filmloop box (with the 11d opening to your
left) 1/2" from the top of the box.

k. Type circulation card, if used, for each flimloop and file In
filmloop file at the circulation desk. Pockets and cards are
frequently attached to the loop container.

5. Count and record number of filmldops proéessed.
6. Remove shelf list card and file In shelf list file above the rod.
7. File catalog cards above the rod.

8. Place processed filmloops In proper storage area.

SAMPLE CATALOG CARD
(MAIN ENTRY)

FL Boy of colonial New England {(8mm 1oop)
16 Coronet 1971 .
4 min col si (Living in early America)

U. S. - HISTORY - COLONIAL PERIOD

O

62



Steps in Processing Filmstrips

Type catalog cards from worksheet. Follow spacing, capital-
lzation, and indentation as indicated on worksheet.

Type label with identifying number for the filmstrip and adhere
to top of filmstrip can. DO NOT cover the title.

a. |f added copy, add c-2 or appropriate number In black
pen on filmstrip can label.

b. Added coples also require a ''see also' reference typed
onh spine label listing filmstrip number of all
additlional coples except copy 1. This is
placed under the copy 1 filmstrip and ad-
hered to the filmstrip drawer.

SEE ALSO
FS-4728

Type circulation card, 1f used, for each filmstrip and file In

“flilmstrip clrculation file at clrculation desk.

Count and record number of filmstrips processed.

Remove shelf list card and file in shelf llst file above the
rod. . _ 5

File filmstrip in cabinet and catalog cards In approprlate
catalog files above the rod. v

SAMPLE CATALOG CARD
(MAIN ENTRY)

FS Children of China (Filmstrip) Encyclopedia
27 Britannica 1970
67fr col {(Children of many lands)

Student manual

CHINA

O
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Filnistrip: .Sound

Type catalog cards from the worksheet. Follow spacing, capital-
izatlon, and indentation as indlcated on the worksheet.

Mark each item in the set with owhership stamp and the sound
flimstrip nunber and copy number. EXCEPTION: Fiimstrips are
marked the same as the single flimstrips with a typed number
on a portion of label. Copy number ls added to label with -
pen. :

Type clrculation card and pocket.

Adhere the pocket to lower right-hand corner on front of
container housing the sound filmstrip.

Mark back of contalner wlth sound filmstrip number and copy
number.

Type splne label with sound fllmstrip number and copy number .
Adhere this label to the left side of the container about
| inch from the bottom.

Count and record number of sound flimstrips prooessed

Remove shelf list card and file in shelf list file above the
rod.

. File catalog cards above the rod.

Place processed sound'filmstrlps in proper storage area.

SAMPLE CATALOG CARDS
(MAIN ENTRY)

FC Focus on Amerlca - the Midwest. SVE 1972
26 6 fllmstrips (average 81fr) '
3 cassettes _
6 teacher's guldes

Includes Ohio, North Dakota, Kansas,
‘I1linols, Kansas and Nebraska

MIDDLE WEST

o -
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Steps in Processing Kits
Type catalog cards from worksheet. Follow spacing, capital-
Ization, and indentation as indicated on the worksheet.

Mark each item in kit (if practlcal) with the ownership stamp
or mark, kit number and copy number.

Type a list of contents and adhere to Inside cover of each kit.
Type clrculation packet and card.

Adhere clirculation pocket to lower right-hand corner on front
of kit container.

Count and record number of k|t§ processed.
Remove shelf list card and file in shelf list file above the rod.
File catalog cards above the rod.

Put processed kits in proper storage area.

€

SAMPLE CATALCG CARD
(MAIN ENTRY)

KT Brazil; Enchantment of South America (Kit)
46 Mid-America Learning Center,Inc., 1970
1 book 95p

1 filmstrip 65fr color
1 Enrichment resources manual 25p
2 cassette tapes

BRAZIL

O
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10.

Steps in Processing Recordings (Disc)

Type catalog cards from worksheet. Follow spacing, capital-
ization, and indentation as Indicated on the worksheet.

Mark record on label with the record number and copy number.
If the label is black so that the lettering will not show,
type or stamp a label with the ownership stamp and write

* the record and copy number on the label.

Mark slip case with the record number, copy number and owner-
ship stamp on the lower right-hand corner of back.

Type circulation card and pocket.‘ Frequently, the number of
items In a set Is listed on the card and pocket.

Adhere the pocket to lower right-hand corner on front of the
record slip case.

Count and record number of records processed.

Remove shelf llét card and file in shelf list file above the
rod.

File catalog cards above the rod.
File records In proper storage area. S;

If processing an album, Include sequentlal numbering for each
record.

RD Great American poetry; three hundred years
46 of great American poetry. Caedmon 1969
2 records 4s 12in 33 1/3rpm

Teacher's gulide

POETRY, AMERICAN

O
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10.

Steps in Processing Study Prints

Type catalog cards from worksheet. Follow spacing, capltal-
zatton, and indentation as indicated on worksheet.

Stamp the ownership stamp in the bottom right-hand corner on
back of each study print.

Mark the study print number and copy number just above the
owhership stamp.

In sets of study prints, number individual prints In sequential
order.

Type the circulation card and pocket. Frequently, the number of
ftems in set ts listed on circulation card and pocket.

Adhere the pocket to the lower right-hand corner on front of
container housing the set of study prints.

Count and record number of study prints processed (individual
prints, not sets).

Remove shelf tist card and flle in shelf iist file above the

~ rod.

.F1le catalog cards above the rod.

-~

Place the processed study prints In the proper storage area. -

SAMPLE CATALOG CARD
(MAIN ENTRY)

SP Hexico, the clties (Study print) S.V.E.
42 . 1968
8 prints col® 13 %x 18 In

MEXICO - DESCRIPTION AND TRAVEL

‘ ¢ O
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~ Steps in Processing Transparencies

Type catalog cards from worksheet. Follow spacing, capital-
lzation, and Indentation as indicated on worksheet.

Each transparency must be marked In the follelng manner :

a. Stamp with the ownership stamp in the lower right-hand
corner on back of frame.

b. Record the transparency number and copy number just above
the ownershlp stamp.

If thz transparency 1s unmounted:

¢. Mark the ownership stamp, transparency number and copy
number fn the lower right-hand corner with a permarent
fine-1ine felt-tip pen.

d. In sets of transparencies, number indlvidual transparencies
in sequential order.

Guides are stamped with the ownership stamp In the lower right-
hand corner on back. The transparency number and copy number
are markad Jjust above the ownership stamp.

Type circulation card and pocket and adhere to the lower right-
hand corner of contalner housing transparencies. Frequently,
the number of items in the set Is listed on card and pocket.
Count and record the number of transparencies processed.

Remove the shelf list card and file in the shelf list flie
above the rod, :

File catalog cards above the rod.
Place processed transparencies in the proper storage area.

SAMPLE CATALOG CARD

(MAIN ENTRY) - .
TR Polar map - an air age map (Transparency)
1 Continental Press 1967

1 piece col 10 x 12 in

Overlays attached.

ARCTIC REGIONS - MAPS

O
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Corrections/Repairs of Media Materials

A Suggested Form For Making

The repair of audio-visual medla Is a specialized skill; therefore,
damaged materials are usually identified with a tag and sent to the proper
personnel for service.

e

CORRECTIONS/REPAIRS OF MEDIA MATERIALS

Date School

"Type of material

Catalog No.

Author

Title

Publishér/Producer

CORRECTI1ON/REPAIR:
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OTHER PROCESSING
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Filing
If you look at the card catalog you will notice that each drawer has a
metal rod which holds the cards In the drawer. When flling catalog cards,
please LEAVE the rod in and file above the rod. The cards will then stick

out above the other cards. Have your district media speclallst librarian
Identify your procedure for filing.

Following are rules for alphabetical filing in a card catalog.

-~ Disregard A, An and The as the first word of the title. "Flle under
the word follow!ng the article.” If these articles appear within a
title, they are considered as words.

Exanpies: A kingdom for a horse (title) - A Is omitted in filing
An old mystery - An Is omitted in filing
The red train - The Is omitted in filing

-- Arrange cards word by word, alphabetizing to the end of the word.
This permits identical words to follow one another. Always begin
with one word entry.

Examples: A penny a day
- A penny and a periwinkle
Penny and Peter
Penny Marsh
Penny, Sylvestor
Penny's worth of character

-- All entries are flled alphabetically by the first word, then second,
third and so on, regardless of entry form (titles, authors, subject
cards.)

Example:  Golden Fleece (title)
Golden geographic encyclopedia (main entry)
Golden geography (title)
Golden goblet (titte)
Golden, Harry (author)
Golden Magazine (periodical)
GOLDEN RULE (subject)

.+ Note: For a different arrangement see Aker's or ALA filing rules.
- File abbreviations as If spelled out in full.

Examples: Mr., Mister; Mrs., Mistress; Ms., (an abbreviation for
Mistress or Miss); U.S., United States; St., Saint; St.,
Street.

-- Numerals and dates are flled as though spelled out.

Example: One
One billion
100 (one hundred)
110 (one hundred ten)
1000 (one thousand)
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" Accents and punctuation marks are disregarded In filing.

Examples: ECOLOGY Boy's adventure
Ecology and life Boys' tife
ECOLOGY-PLANT Boys, Wm.

Ecology, status for tomorrow
ECOLOGY-WASHINGTON

Names are always filed as written, no matter how pronounced or how
close in spelling to another word. (Exception ''Mc' filed as ''Mac)

Examples: Green McCain
Greene M!'Gregor
Grein McPhersen
Macpherson

Hyphenated words are consldered two words If the first part can stand
alone (check the dictionary If there Is a question.)

Example: Machine-made cards
Machine time
Machinery

Words having two accepted spellings are interfiled under one spell!ng
and ''see'' cards made for the form not used.

~Examples: Base ball see Baseball
Catalogue see Catalog
Labour see Labor

Arrange subdivisions of history by alphabetical order In an elementary
school. {Chronological order is usually followed In secondary schools.

Example: U.S. History .
U.S. History = Civil War ‘
U.S. History - Colonial Period
U.S. History - Discovery & Exploration
U.S. History - 1900-1914
*U.S. History - World War 1|I

FE—

Note: For a different arrangement see Aker's or ALA filing rules.
Forelgn language cards are filed alphabetically word by word.
Example: A rivederci

La Vita

Une Petite Fille

Note: For a different arrangement see Aker's or ALA filing rules.
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- The Circulation Desk

The processes involved can be complicated or simple, depending upon
the size of the circulation. Alphabetical and chronological guide cards
assist In keeping the book cards in a logical order. These are avallable
from 1ibrary supply houses. A date due stamp, a stamp pad and pencils are
also needed. The size of a desk and/or table area ts relevant only In
relation to number of students using the area at the same time. Boxes which
will permit 3x5 cards to be filed in alphabetical and/or chronological order
are also needed. Book cards are most often filed alphabetically by the author
behind the name of a classroom teacher in the elementary school. At secondary
level buok cards are filed alphabetically by the author behind the date the
book is due. ‘ '

Q
N
\s
S 09
v & & &
B §§b & & 6*
0o & ot &

Because numbers influence the library budget It Is Important to %:ep
- a record of the number of pieces of material which circulate each sctcol
day. This record book Is avallable from lihrary supply vendors,




Circulation of Materials

Steps in Checking Out Haterlals

1. The alde sets the date stamp for the circulation period, {f a
school holiday falls on the return date, set the stamp ahead to
the next day the center {s open.

2. The student takes the material to the checkout table and writes
his last name, room number and hls teacher's initlal on the flrst :
empty line of the card. The atde will help any child who has %
difficulty with this, ’ :

3. The alde stamps the date due on the card and the date silp pasted
In the book or on the material. For renewal, locate the card and
stamp the card and the date slip with the new due date.

Checking In Procedure

1. Students and teachers returning materials to the center should put}=i
them In the place designated ''Return Materials Here." s

2. Locate the correct card for each item returned. Match title and = |
accession or copy number on the card agalnst the pocket of the
book or material. To prevent error it ls advisable to actually
place a card beside the pocket and compare. When date due,
classification number (If there Is oneg. author, title and copy
or accession number all agree, draw a line through the student's
name on the card and put card in pocket and the material Is ready
to shelve., Materlals that are ready for shelving should be placed
together in the designated place for carded media. L

Overdue Materlal

It Is helpful If one alde will agree to handle all overdue notlces on
forms provided, record the room number on the notice and place It in the
appropriate teacher's box for distribution. When a student does not respond
to a notice after three notices an attempt should be made to contact him
through the teacher. If this does not help, it is‘suggesfed that a notice -
to parents be sent home. A supply of these notices may be dittoed.

It may be advisable to post a list of the students with overdue materlal
near the charging desk. Be sure to cross off names as materials are returned.
In general, It is not advisable to prohlblt students with overdue materials :
from using the medla center. The center is here to serve students and teachers
and to encourage them to use media and enjoy the center. It should be noted
on the materials card the first, second and third time It was necessary to
send the student the overdue notice. The fol lowing notices may be sent to the
student and to his parents., ~
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ERIC

Aruitoxt provided by Eric

OVERDUE NOTICE SENT TO STUDENT

Dete

To ) Room nimbet

According to our recskde, the medis center materfal by the

title of

{e checked out to you and vas due on .

Pleass return thie right evey eo that other students may have
the privilege of teking it out.

> i School Medis Center.

OVERDUE NOTICE SENT TO PARENTS

Date

checked out materfial from the School

Name of child

Media Center and according to our records the materisl hee not been returned, The

name of the nitcrlnl is

Plesse look around your howe to see 1f you can locete the material, Tt is most
important that it be returned to the echcol, If you sre unable to locste the

materisl, plesse contect at the achool

Thank you,

Volunteer Media Ceater Chelrman

Principal

Fechs

& tomado prestado de la biblioteca de la

escuels un libro., Asegun nuestro registro el 1ibro no had

aido devuelto, Titulo del libro .

Es muy Iimportante qus sea devuelto # 1a eacuels, FPor favor de buscarlo en su
cass, Sin no lo puede locslizar por favor de avisor & 1a escuela

al .

Gracias,

Director de los woluntarice de bibliotecs

Director de la escuels

e . . 77 , .




Lost and Damaged Materials

. Materlals lost or severely damaged by a student should be paid for.
The price may be found on the media card or the shelf list card or by
calling the district media center. Price adjustments may be made by
authorized personnel. Students paying money to the schuol must be given
a receipt which must contaln the following Information:

Date

Student's name

Author, title and accession or copy number of the materlal
Name of school

Signature of the librarian/media specialist, medla clerk

or principal. &

When a book or other materfal Is lost or Irreparably damaged and
if It Is the only copy in the collection, pull all appropriate catalog
and shelf list cards and file them in a '"lost file.!" Make a notation
on the shelf list card indicating the date and status. The cards In
the ""lost file' should be saved for at least one year in case the
materfal turns up again.

B8indery Services

There are several binderies which are locally avallable for repair
of library books. The district librarian will advise you as to
which vendors to use. The decision to bind or discard is usually
determined by the credentialed librarian. When the last copy of
any title Is discarded, the catalog and shelf cards must be removed
from the catalog.

s n
’M
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Repair of Books

Preventive Malntenance

-

Books that are well cared for and attractlve ald the students in
taking proper care of them. Areas that will help In keepling books attractlve
are!

== proper shelving where all books stand upright

-~ ample number of bookends.

=~ uncrowded shelves so books may easily be removed

~-. purchase of library Soynd bboks

Mending of Books

Tralned personnel are responsible for the mending of books.

School district with librarians/medla speciallsts:

May hold inservice workshops for the training of volunteer aldes
in the repair of books.

School district with librarifans/medla specialists and librarxAmedla‘
clerks:

The clerks may be responsible for the repair of books or the training
of volunteer aldes in the repalr of books. ‘

School district with only volunteer staff in their media centers:

Minor repairs:

Volunteers may
-~ clean solled pages.

Remove pencil marks with artgum eraser.
Remove soll marks with rubber eraser.

~= clcan book covers.

Covers made of a washable book cloth may be wiped
lightly with a moistened cloth.

-=- tape torn pages.
Use permanent mending tape (for example: Scotch

Maglc Mending Tape with green plald label.)
DO NOT USE ORDINARY SCOTCH OR CELLOPHANE TAPE.
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Major repairs:

Volunteers wll'l
-~ place books needing any major repalrs In a designated

spot, indicating the problem on the proper form (see
example, }

Where tralned personnel are not assigned to the media program:

Volunteer may
-=- request that authorlzed personnel contact a library supply

company and request a demonstration In the repairing of -
books. (See appendix)

FORM USED FOR MENDING OF BOOKS

MENDING OF BOOKS
Mending! Spine label
Book spine
Signature page
vapsir
Defacing on
pages
Rebind: —e
Discard: ___’
9
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Media Center 1.D. Cards

The school may consider using a student media center identification
pass. See the examples In the library supplies catalogs. (See appendix)

Also, see examples below:

- TWO_SAMPLES OF STUDENT L1BRARY MEDIA CENTER PASSES

ONE STUDENT MULTIPLE STUDENTS
1973-74 1973-74 Grgde
No.
. School
Please admit students
School (Number)
for:
Name Study -
’ Subject
Teacher i
A.V.
Room No, ' Reference
Teacher
(sTgnature)
Time to Return to Class
Inventory

The alde may be asked to inventory the book collection and audio-
visual materfals In the medla center. The district media spectalist/
librarian and the principal will establish the guldelines for Its
completion.

--  Shelve all books properly before the inventory is started.

-= It will involve the checking of the shelf list file agalnst the
materials to determine what Is missing.

--  The inventory will also Indicate replacements that will be
needed.

--  Missing materials should be so marked on the shelf list card,
clipped with a colored marker, but left in the file for one
year b%fore removing cards from the card catalog.
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After one year, 1f clipped materlal Is stil] missing, follow
above procedure for lost materlal.

A report may be flled with the principal and/or district medfa
specialist/llbrartan for entry in the district records.

Below 1s a suggested format for your report,

LIBRARY MEDIA CENTER INVENTORY-FORM

SCHOOL

Inventory year

CHATRMAN

Fiction
Easy
000-199
-200-299
300-299
400-499
500-599

)

Biographies (92)

Story Collections (SCL______
600-69 '

700-799

800-~899

$00-999

Encyclopedias

TOTAL BOORS
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»Chi'ldren‘s Playmate
_ Coin h’o:ld o




5 f;;ee ‘_Wisdqm

’I‘odag's Girl . E
iU S, News and World. Répo;-g.-

,‘.Current’ Scién e .
"~ ‘Cyole Illustrated . ¢ E :
Cycle Magazipe Oceans Magazine
Gycle News. - - .~ ... . Outdoor Life S
. Cycle World. ﬁ..j oo .o . parks and Recreatlon .
o .Dance Magazine oo plays o
t ate (bulletin) . ;i{Popular Electronics '

Full Tt Provided by ERIC.
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PART VIII AUDIO-VISUAL EQUIPMENT
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Audio-Visual Resources

Audio~visual equipment Is often referred to as hardware and the
learning materials used with the equipment 1s called software. This media
is Just another approach to provide alternative ways of tearning. The
total senses are utilized to have the greatest opportunity for retentfon
and utilization of a learning experience. The library media alde has an
opportunity to asstst students during this learning period.

Because each plece of equipment varies, It Is suggested that the
alde can assist in a more proficient manner if the '"how to's'" are typed and
pasted on the side of the equipment in some manner. The audio-visual hard-
ware should be housed in the library media center where it Is available for
student use. If it is necessary to move these pleces in and out of storage,
a rolling cart will eliminate the bumping and Jarring which takes place when
blg equipment Is moved off and on to shelves.

Each plece of equipment should have been given a school number which
. Is printed on the outside of the case for identification purposes. Equip- °
- ment inventory with numbers of extra parts facilitates maintenance.

2

FILMSTRiIP PROJECTOR

[ School |.Manufacturer| Model| Serial Projection| Notes
- Number Number Lamp

School Audlo Vlsual Equlpment

 Kinds of Equipment and Materials

The aide may find this equipment and materials In some schools:

Equipment : ' Materlials
16mm projector film or movie or motion picture
8mm loop projector ' filmloop
slide projector slides
filmstrip projector filmstrip
Kodak visual maker film
sound filmstrip projector filmstrip and record (kit). Some include
paperback books.
overhead projector transparency ’
opaque projector any flat printed material
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Kinds of Equipment and Materials, continued.

Equipment

Filmstrip viewer

~ sllde viewer

radio .

record player

tape recorder - reel to reel

tachistascope

cassette tape recorder

listening post or listening
station -

ditto machine

camera, Instamatic

microfiim reader

video equipment

public address system, portable

Materials

filmstrip
slides

record or disc recording
1/4" recording tape on reel

cassette tapes
record or disc recording




Audio-Visual Equipment and Materials

Pollcles

Aides will follow the district policy and guldelines regarding duties
Involving audlo-visual equipment and materials.

Aides must be provided with appropriate Inservice training to feel
competent In using or instructing In the use of any equipment and its material,

‘€

~ Repalir

; Trained personnel and the district are responsible for repalr of audio-
visual equipment and materials.

The alde will report on the condition of audio~visual equipment and
materials to the proper personnel.

Responsibilities of Alde

The aide may: ’ -
‘Deliver equlpment.and materiatls.
Deliver and set ub equiphent and materials for use.
Dellver and operate equipment for use.

Pick up equipment and materlals.

N

Assist in Instruction of the use éf ﬁaterfals.
Replace bulbs In equipment. é

Replace camera film and flash cubes.

Inventory supplies and suggest needs for purchase.

Assist In production of audlo-visual materials to be used In ,
the media center. ¥




16mm Projector

NOTES ON OPERATING:
1. Turn on sound button before the light.

2. Provide a diagram for threadlng on the machine.

3. Practice threading before using.
4.  Keep cool in an emergency.
5. When using the automatic threader don't snip large amounts

off ieader.
6. Be certain that the take-up reel Is large enough to hold film.
) 7. Adjust framing dial to center frame on screen.

8. Be sure that both reels are completely and firmly attached 'to
the machine. .

9. Handle film only on leader or ends of fllm.
10. Do not let film touch the floor.

1i. To avoid accidents always loop the extension cord around the table
leg before plugging into the projector. '




8mm Projector

" NOTES ON OPERATING:
1. See 16mm projector.
2. Usually a cartridge load.

3. Clean lens with lens tlissue or clean soft cloth.

%



Slide Projector

NOTES IN OPERATING:
1. Check slides so they will project right side up.
2. Some cords are stored inside of machine.
3. Attach opérating instructions.

L, Note that all rotary trays are not Inte}changeable. (1.e.,
Kodak and Sawyers.) ‘

5. Include a remote cord when possible.

6;f Slides should be placed into carrier upside down and backwards
for proper projection.

7. Never force a slide If it doesn't move properly; stop and !nvestlgat

8. Add to the longevity of the lamp by turning off lamp but leave fan
switch on until lamp and housing is cooled.

%



Filmstrip Projector

NOTES ON OPERATING:
1. Have operating instructions In plain sic¢ht.
2. Adjust for distance before using with class.

3. Check filmstrip ahead of time to see If it is correctly
Inéerted. !

4. Have an extra extension cord available.

5. UWhen only half of each frame Is on screen adjust kndb on side
of lens.

6. Loop ex"ension cord around table leg to avold accldents.
7. Focus plcture by rotating the lens.

8. Adjust tilt with tiit wheel.
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- 8mm Cartridge Projector

NOTES ON OPERATING:
1, Check operating instructlons.
2. Snap on cartridge.

3. Adjust focus.

:9‘93,.;j.



8mm Continuous Loop Cartridge Projector

NOTES ON OPERATING:
1. Check operating Instructions.
2, Insert cartridge.

3. Adjust focus.




8mm Sound Cartridge Projector

NOTES ON OPERATING:
1. Check operating Instructions.
2, Insert cartrldge.

3. Adjust focus and volume.
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Opaque Projector

NOTES ON OPERATING: |
1. Read instructions attached to the machine.
2. Try out ahead of time.
3. Avoid over-heating the visual pr}nt.

4. Use for the shortest time possible as print will curl,
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Record Player

NOTES ON OPERATING:

If the player has a 'pause'' button this may prevent functioning.
If no volume, check to see If plug Is In securely.

Check to see if amplifier is on.

Be sure that turntable Is set for proper speed of record.

After turning on the phonograph, walt a minute before putting
needle on the record.

Lower needle gently, never drop the needle on the record.

Protect the needle by securlng the phonograph arm before closing

_the 1id.

Long playing 33-1/3 and 45RPM records use a fine needle. 78RPM
records use a-standard needle. Select carefully to avold damage
of equipment and records. .

Keep record player away from direct sunlight or heat to avold
heat damage.




Slide Viewer

NOTES ON OPERATING:

1.

2.

Be sure power plug s in.

Turn to ‘'on' position.

Place s!ide in upside down position to project.

Dog-earéd slides often "jam'’ so use care when Inserting sllides.

Don't insert objects into projector to force sifdes free if
slide does not eject.

Clean lens with lens paper.

’;v;f;93i, ~ y51.~r"



Cassette Tape Recorder

NOTES ON OPERATING:

1. Check microphone on/off switch as many machlnes must be “on“ |
to play as well as record.

2. Be certain that "'stop' button Is depressed at all times when
any change forward or backward Is made.

3. Check the monitor switch.
b, If tape breaks. do not try to repair. Refer to proper persbn. 

5. -When tape will not move on spindle, lnsert pencil in spindle hole i
and move slowly to release. .

6. To play back your recording, move high speed lever to the left )
and rewind tapes to zero on the index counter.” Press stop button. -

7. Turn function button to play and adjust volume.




~ Tape Recorder

NOTES ON OPERATING:

1.

When specific Information is needed make a notation of the
counter number on the machine. ' ‘

When recording, move counter to zero position before starting

_to record.

Be sure take-up reel is large enough to receive the tape.

Use only the proper adhesive when repairing this tape as it
"gums'' up the machine with all others.

Do not use cellophane transparent mending tape; do not staple
ends together.

Turn tone control to treble.

Adjust volume control until the "normal' half of the Indicator
flashes.

Turn function control to record while pressing down on record
lock control.

Do not replace microphone in its well or place on the same table
with recorder as the microphone Is sensitive to vibrations.

:J£§§!65»}ﬂ;1zf:;f]j:"
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Sound Filmstrip Projector

NOTE ON OFERATING:
1. Check operating instructions.
2. Try out before using with class.
3. Synchronize sound with picture.

4, Be sure that flimstrip Is inserted correctly in take-up
reel.
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Listening Post -

NOTE ON OPERATING:
1. Plug jack into audio source (tape player, phonograph, etc.)
2. Plug in headset jacks to listening post.

3. Adjust volume.

Y4
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Overhead Projector

NOTES ON OPERATING:

Check for operating instructions.
Check for proper focus on screen.
Check for adequate extenslion cords.

Some machines have an automatic thermal turn-off swltch.
Machine will turn off when cool.

If not automatic, move switch to fan position and allow fan
to run unti! cool. When machine Is cool, turn to "off"
position,

Do not move until lamp Is cool.
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Filmstrip Viewer

" NOTE ON OPERATING:

1.

Check to see that the end of the fllmstrip Is cut squarely
so that the fllm goes In evenly, -

Avoid tears In films by checking sprocket holes for proper
fit. .

Report torn film to the proper person. Do not usel

Insert fllmstrip from top to bottom.
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Carrel

NOTES ON OPERATING:

1. The equipment can be very compl!cated If It Includes closed-
clrcult television,

2. Check-out on each plece of equlipment.
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A Suggested Form For A.V. Maintenance

No, 001
MATNTENANCE REQUEST
SCHOOL Date
DESCRIPTION T
H
Reguested by Approved by

(Send in triplicate to District; retain last copy for filed)

e @ & o & W @ as W AN S @ @ W @ W e @ o - a a» P = Gy N @ A B G 8 @ W a0 W

(0Office use): Account No, ' P.0, No,

ASSIGNED TO: ’ Date

Materials!

Completed by — Date . r—
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“How To Recruit Volunteers”

Suggestions for llbrary chalrmen

RECRUITING:

1

-t

In most cases, the volunteers need_no special talent or skitl.
Tlme, love ot children and dependablllty are the only prerequlsltes.

Recrulting should go on all year around, even ln the summer.

Your best recruiter Is one of your happy volunteers.

"Your best volunteer Is- the one who flnds satlsfactlon and fulflllment
In the work he or she Is dolng.

The children can recrult thelr own mothers, even 1f it's just for one
day a month. (Maybe a special flyer addressed just to the children

' .might help.)

‘10,
11.
12.

13,

Use your best telephone personallity when calling the volunteers.

Send out llterature sollciting volunteers at the very bcglnnlng of

the vear.

Send out extra flyers when necessary and indicate the followling:

a. No definite skills required.

b. The need for dedicated volunteers,

¢. Need volunteers who are desirous of helping students and
being of service to the school,

If subsequent flyers bring no response, other posslbllltles to
consider are

a. traller parks (for retired couples,)

b. grandmothers.

¢. neighbors and friends of students wlth no children of thelr
own (not necessary to have children enrolled In any school.)

Be open durlng 'open house.!" Tell the parents about your work In the
llbrary. '

Schedullng thould be done ahead of time so the volunteers wlll know
exactly when they are scheduled to work.

“Train the new volunteers at the beginning of the year. (Try never to

schedule a new volunteer to work by herself )

If something speclal comes up occaslonally and the volunteer eannot

work her regular shift tn the library; let her know you understand
and you respect the fact that she let you know ahead of time s0 that
she could be: rescheduled without too much dlfflculty.




How To Recrult Volunteers, contlnued.

14,

15,

‘6‘

17-

18.

19.

20.

21,

After you have recrulted your help, you need relnforcement,k

'Students and. teachars can help contribute excellent ldeas for Ifbrarv

register thelr children.

Volunteers must know they are truly needed and apprecliated, Tell
them so from time to time. Also, pass on any compllments as you
recelve them. You really can't thank them enough.

Work with the volunteers to determine where they will be most helpful,
productive and happy. Attempt to know thelr skills and capabliitles o
so that you wilt not frighten them by assigning them too much work to
do or by glving them too much !nformatlon all at once. :

Issue Information on library procedures 20 that [t Is readliy avatlable
as needed.,

bulletin boards, (example: butterfly collections, Important historl
documents, speclal assignments well done by students, book reports,
book re-lews, etc.)

Sollicit kindergarten mothers. After sending their klndergarteners
off to school, many young mothers may wish to help and are just waltlng
to be asked. R

Issue a letter or c!rcular early in the spring just prior to'kindefga t
registration. Follow-up by handing out letters to mothers whl!e\they E

Offer library volunteers any fringe beneflts your school dlstrlct wllf@
approve, such as the use of coffee facilities, etc.)

Try selllng your program to parents at any parent_meetlng.,‘

RE INFORCEMENT:

‘l

Keep an open path of communication between you and the volunteers,
Tell them they should feel free to ask any questions when in doubt.
Good communlcatlion Is paramount to a good program. Only when we are
all clearly Informed about procedure can we best serve the students
and thelr needs.

Give recognition to your volunteers. Thank them through the school
paper and end the article with a personal note from you (i.e. "Have
a nice summer and hope to see you next year.')

In some schools, teachers glve the volunteer mothers a tea at the end
of the year as their ''thanks for all your help.“ ‘
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Materials Selection Policy

The selection of 1lbrary books is the particular responslbillty of the
- Ilbrarlah with the approval of the principal under authori{zation from the Board
‘vof EQucatlon. All requests are evaluated by the llbra,rllan'On the basls of the’
Uk;Pélicies of Sclection, and if there Is any question as to the sultabliiity of the
,‘materlal for the school 1lbrary, a review copy should be 6btalned and examined .
':;¢¢}5¢na1ly by the 1ibrarlan and the persons making the request. Genarally o
'recoghizedﬁandracéepted reviewing media are used to check and evaluate requests

“for materlals, ané wherévor possible the librarian should examine the book

~Itself in depositories, shops and publishers' exhibits prlor to purchase.

Gift Policy

Gifts and sponsored materials are accepted with the understanding fhat they
Tf"will'be evaluated on the basls of the criterla set forth for selection, and only

those meeting these standards are added.

~ Qrange Unifled Schools' Libra(y Philosophy
Orange UnTfied School District

17




Citlzen s Request For Reconsideration of Instrucﬂonal Materi
A Suggested Form

Author IteMl 
Title
Publisher or Producer
Request Initiated by
-Telephone o 7 Address
Clty | | T 21p
, Comblainant fepresentss
. Himself
(Mame Organlzation)

(Identlfy Other Group)

1. To what do you object? (Please bz Spoclflc, clte pages or Incldents.);;giég
2. What do you feel might be the result from use of thls materIaI? 1 11 
3. Is there anything good about it? ’ | o
4. For what age group would you:recommehd_thts‘materlal?

5. Dld you read or see the entlre content? | Uhat-pafts?

6. Are you aware of the Judgmentfbf thls Item by critics?

7. What do you -believe is Its theme? _
8. What would you 1lke your school to do about this matarial?

Do not assign It to my child.

Withdraw [t from all students as well as from my child.
Send it back to the Currlculum‘nlvlslon for re-evaluation.

9. In its place, what material of equal quality would you recorimend that o
would convey as valuable a picture and perspective of our civlllzatlon?

..

Signature of Complainant

1i,; J|§k7‘ ,
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s | Library Supp]y Hou sei i

. These vendors offer a variety of services and the district librartan usually

“has the responsibility for identifylng the company that the district office
has selected to meet your purchasing needs. . ‘

-Bro-oart. Inc.

0..15225 East Don Jullian Road

;¥’~ City of Industry, California - 91747
" Demco Library Supplies 4

 ffi Box 7767 ;
- Fresno, California 93727

Gaylord Brothers
29 Aurora Street N
Stockton, California 95201

OTHERS = Your district personnel will advise you. -

Baker and Taylor
~High Smith ' v
Western Library Services

H. W. Wilson Company

RITEE




L ;_CAUDIO VISUAL TECHNICIAN - a staff member with competencles In one o;

“G!ossary of Medla Terminology Used in This ‘:Handbook

ACCESSION NUMBER < a number asslgned to each ltem consecutlvely as lt ts
" ‘recelved Into the COLLECTION. This Is the one number -
»;v,whlch dIstingulshes each Ttem from all others In the'

'“llbrary Not all Ilbrarles use accesslon numberst

fE:ADDED COPY - a cOpy, other than the flrst. of a tltlef‘e fupllca

;-TADDED anrav CARD - CATALOG “CARD made in addltlon to the HAiN?ENTancARo
‘ fof an item In the COLLECTION. It could be & 0
ENTRY CARD. a TITLe'EETRV"EKEb““if

Sue medla center._ﬁ:_,;tﬁdrl e he

”tf]fAUDIO-VISUAL SPECIALIST - an Ind!vldua! credentlaled as a}teacher.o
B e admlnsstrator who has taken tralnlng Ih audlo visu
metho So0 . ¢ CIESEE R O \

'j of these areas: graphlcs, audlo-vlsual: materl&\J‘
s!ng, equipment nperatlon and slmple malntenan ‘

tif;LAUTHOR - the person or corporate body responslble for n,hi
: _ ’i or other work.g o e

SAUTHOR ENTRY CARD - the card In the CARD b CATA 6. with th
Ilne. Usua!ly the ﬂA! _ENTRY

- AUTHOR LINE - seekBOOKTNUHSFR.. e
iZ:AUTHOR”NUHBER = see aoox Nuuaea._,_,l.

1[ BIBLIOGRAPHY -a llst of wrlt!ngs, usua!ly relat!ng to a sp% [fle AUTH
o subject. - ST ER

‘ -eoox CARD - see CIRCULAT!ON CARD.

'ej?aoox POCKET - see CIRCULATION POCKET.

_BOOK JACKET - the colorful paper cover whlch homes wlth most new books.:,
Sometimes called a dust Jacket. During PROCESSING a
protectlve PLASTIC JACKET may be app\led-té t..u

< BOOK NUHBER - the second -1ine. of a book CALL NUHBER conslstlng of ‘one or
more letters and numbers used to designate an Indlvid

: R book from all others having the same classiflcat]on

T : humber.. See also CUTTER NUHBER. AR : -

CALL NUMBER - 1) for a book - usua!ly a combinatlon oF the DEHEY DECIMALC-.
: CLASSIFICATION NUMBER and the 800K NUHBER- “2) for other

~médla = usually a cade letter and an A ESSION NUMBER,

The call numbe Is used as. the Identl?rbetlon number fe




GLOS%ARY. contlnued. f””i',w'dr,f;fl‘; {{i

“each Item In the I1brary. It appears on the CQRCULATION“‘
~ CARD and POCKET and on all CATALOG CAXLS for that tem.;if

, TEe gaii numEer for a book also appears on the SPINE of
the oo.___v’

CARD CATALOG - an alphabetical flle of cards thch serves as an Index to ff;f
‘ : ,* ~the books and other materlals In the lIbrary" k 4-23“**

CATALOG CARD - any card typed or prlnted for the CARD CATALO ‘ fhe card"may
S be an AUTHOR ENTRY CARD, a’ Tt1TI?1§ﬁﬁWVEZ§b or 8 sua‘ec?;e,i

~ ENTRY CARD, depending on what Is on the top “the
, Eatalog cards are elther. typed at the. library. or: purchas
Some placas from which they can be purchased are the
lerary of Congress. H W, WIIson and lerary Journa {

‘CHECK OUT - most of the materlals In a llbrary may be borrowed for a;llm!ted,
o : perlod of time. In order to borrow a book or other ltem
from a llbrary. a student must take It to the CIRCULATION
DESK and check It out.: : : _ :

- CIRCULATION CARD - thls card is always in the POCKET unless the Item ls HECEEQ ‘;»
; - OUT, When checking out an Ttem from .the library, the R
borrower wrltes hls name and room number on thls card.

iClRCULATION DESK - the designated area in the library hhere Items are CHECKED

e OUT. AN ( : e
CIRCULATION FILE = the flle of CIRCULATION CARDS kept at the CIRCULATIOT DESK.
e Is a comoT—te record of’all mater!alsKCH‘C““_' U

CULATION POCKET - holds the circulation card and s pasted on f;
] ' ‘.cover of book. ~ : s

qCLASSIFlCATION NUMBER - see DENEY DECIMAL CLASSIFlCATION NUMBER. ol

JCOLLECTION - a group of books or other materlals Somet!mes used to des}g
a llbrary s entlre holdlngs. ' e R

BCOPYRIGHT = the exclus!ve r!ght granted by a government to. publlsh a work durlng
S ~ ‘a. specified. perlod ‘of years a protectlon agalnst others .
copylng It. S sl

’COPYRIGHT DAYE - the date the COPYRIGHT ls granted.

'CUTTER NUHBER - found only ln Ilbrar!es uslng the Cytter or Cutter—Sandborn i

T e ~ tables. It 1s the second !Ine of a book CALL NUMBERS con=

" slsting of a letter and 2 or 3 numera!s used to répresent
the AUTHOR'S Iast name.r_,_ L e o

“DATE - In llbrary PROCESSING work usua!ly refers to the PUSLICATION DATE.;,;;[f

ﬁ—’-———-

:DATE DUE - the date of the exp!ratlon of the }oan perlod.

l
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GLOSSARY, continued.

DATE DUE SLIP - a form pasted in each library book. When the book s L
CHECKED OUT the date due Is stamped here for the borrower's . -
in?ormatlon. CE

~DENEY DEC 1HAL CLASSIFICATION NUMBER = the first line of a NON FICTION book
EFEL,NUHEEE representing the subject of the

- glggggg » an Iten renoved from the Ilbrery s COLLECTION.
",DUPLtCATE COPY - see ADDED COPY, |

ST, JACKET - see BOOK JAFKET.

1:>EASY BOOK - prlmary flctlon, mostly composed of plctures for young chlldren.
: ~ Sometimes called a plicture book., . :

‘END PAPFRS - the leaves which line the Inside front and back covers of a booki
: to form the flyleaves. BEE e

: FlCTION - lmaglhed or Invented storles.

FLYLEAF - see END PAPERS. , | ;
3 :

'GUIDE CARD -, a card In the CARD CATALOG wlth an attached or projectlng plec'
’ slightly higher than the other cards lndlcatlng the p

of the alphabet located behtnd ft. . = =+ A

:i*VHOLDINGS - see COLLECTION.
'f,lwc - see MEDIA CENTER.

)HPRINT - publlcation information. about a work. For a book. thls usuall i
" Includes the place of publ Ication, the name of the publl
ing company, and the date of publlication. For some aud
visual materials the producer and the date alone are con7
sldered the Imprlnt et
INSTRUCTIONAL AIDE - adult who assists the classroom teacher. Can be paldﬂor
o volunteer. ‘ ‘ff

INVENTORY = an annual report showlng that a check and count have been made'of ;
the library's COLLECTION in order to discover mlsslng or -

‘misplaced materials.

LEARN ING CENTER - see MEDIA CENTER.

LIBRARIAN - a professional staff member who has a M.A. degree in lerary 5cle
but may or may not be credentialed. :

LIBRARY AIDE - a staff member who has clerlcal and secreterlal competencles,';
: and who by working In a library has recelved !nservlce e
training by a credentlaled Ilbrarlan. | s

LlBRARY CLERK - a staff member who has speclallzed llbrary skills and has
S recelved Inservlce tra!nlng by a Ilbrarlan._ : e




| GLoséAkv,.contlnued.

, LIBRARY HEDIA AIDE - a staff member v .. has clerical and audlo-visual
R competencles and ...v by working In a 1lbrary medla center
" has recelved Inysrvice tralnlng by a IIbrarIan or a medla
3 -speclaltst. , :
LIBRARY MEDIA SPECIALIST - A credentlaled llbrarian with competencles ln the
' use of print and non-prlnt materlals.« ' ,

‘?=vLIBRARY TECHNICIAN - a staff member tralned In aII cIerIcal aSpects of IIbrary I
e prInted materlals: record keeplng, prbcesslng, cIrcuIatIon. T
L e bIbIIographIc retrIevaI. ' o

= HAIN enrav CARD - a CATALOG CARD glving all Information needed for the tdentlfl-'f?
E . catlon of a book .Including the TRACINGS. Usually the ”
AUTHOR ENTRY CARD. =

MEDIA - printed and audIo-vIsuaI‘forms of communicatlon,

MEDIA AIDE - a staff member with clerlcal and secretarlal competencles who
works In-a medla center.

- MEDIA CENTER = a learning resource center that-houses printed and audlo-vlsual Sl
- forms of communication equipment and has the servlces of a
MEDIA SPECIALIST. : : e

" MEDIA SPECIALIST = an IndIvIduaI with broad professlonal preparation [n educa-
S R tlonal media; who makes ‘Instructlonal declslons and meets’
teacher and admlnlstrative requirements, Speclallzatfon

" May be categorized Into Instructlonal Ievel, currlculum d i
area, medla and service, ; : e

_ MEDIA TECHNICIAN - a staff member tralned In all cIerIcal aspects of medIa
T —  with speclal competencies In one or more of the followling:
graphics and/or information and materlals processing, photos
graphic productlon, equlpment operatlon and simple malntenance.,g i

NON FICTION - a book presentIng fact: or Factual accounts._

OVERDUE MATERIAL - mater|al that was not returned on or before the DATE DUE.V_ S

'ovsaoue NOTICE - a notlce sent to borrowers to remind them of oveauuz HATERIALS.:

PARAPROFESSIONAL - Library medla asslistant who has two years technIcaI tralnlng
; ~ for a Library Media Center: posItIon. :

'PERIODICAL - a magazlne, newspaper or other work that Is publIshed perIodIcaIIy

PICTURE BOOK - see EASY BOOK.

LASTIC JACKET = a transparent book jacket made of myIar or acetate somet!mes e
CaCETI applled to a BOOK JACKET oF a book for protectlon. ' o




. GLOSSARY. contlnued. . o - OREr

| POCKET - see CIRCULATION POCKET.,

: ,'PROCESSlNG - Inc\uslve term for the preparatlon of materlals to be added to th
’, ; llbrary COLLECT|0N. e

f PUBL!CATiON DATE - the year a book 18 pub\lshed. This date 1s. part"off he LHP
i ja and appears on. the book anduali CATAL 0@ _CARDS . for that bo

"i;f;,REAp SHELVES - to check the books on the shelvf  to lnsure accurate arral

S each tltte 0wned by t'e' é‘_;> “arrang -
the same Order as. the books?l Qfa;,.;j i

7"f‘ ;T»SPINE - the part oF a8 book'sfcove that”fan 5
HTE e on. “the shé!f ~ prr

‘";§t7susJEcT ENTRY cARD “acard In:
™ the subject of &

ff) TRACINGS -‘ltems llsted at the bottom of the HAIN ENTRY_CAR thed
: } , ”' CATALOG CARDS made for the same’waf;}§; “'

el

o VOLUNTEER AIDES -‘any unpaid worker lnvo!ved ln the Ilbrary:program ’
fwnHoRAwAL'- ses DISCARD. ,;. ' S

B HORK SHEET’
; s CATALOG CARDS. -
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~ AMERICAN ASSOCIATION OF SCHOOL: L |BRARIANS
50 East Huron Street |
,th!¢§gQ.7'llfn°|$ ‘

4,edléiﬁérSEHhél_éf6f¢on¢arnéd With'genératlhgfundersfahdlngfc?fAmériéan,;"
':fregdomS%throughﬁthe,developmgnt of Informed and responsible cltizens,

_the responsibllity of the: school 1ibrary medla center Is:

" To provide a compréhenslvé,coiiectloh of instructional materlals

o ‘selected In compllance with basic written selectlon principles, and
.. to provide max/mum access[bllity to these materials, -~ '

To provide materials that will support the curriculum, taking into
. conslderatlon the Indlvidual's needs, and the varied Interests,
. abllitles, socio-eccnomic backgrounds, and maturlty levels of the
students served. o . o IR

~ To provide materials for teachers and students that will encourage
growth ln_knowledge.‘and'that will develop literary, cultural, and
aesthetic appreciation and ethical standards, = - B .

soclal, political, historlcal and ethnlc.groups and thelr contributlon:
to the American and world herltage and culture, thereby enabling -

To'provlde a wfltten siaiement;tépprOVed by‘the'local‘sdard éf, o
- Education, of the procedqros'for‘meetlng‘;he challerge of censorship
of materials In school. 1ibrary media centers. L : i

To provide qualifile prpfesslonai personnél to serve teachers and
students. , : : ,

School Library Bill of Rights For School Media Programs

“To this end, the American Association of School'lerarians;asserts;that!;; ¢f ”?°

o  T¢'brovlde'maierlals'which~feflect»tﬁe;ldeas and bellefs of rellglous, .

';‘11 students to develop an‘!nte}leCtQal;lntegrlty,ln,formlng’jgdggménts;‘ f*; o




dedlcatlon, e
‘glant step of




| ;St‘u'de.t&lt Aides

A,strong student alde program ¢an be of value to both s;udents and the Medla
Center Library. The student aldes attract other students and encourage thelr
reading. The student alde learns punctualtty, to work Independently, et
listen and to follow dlrecthns, to organlze -and to deve!op good work hablts.e.;,-n

"The Ilbrarlan may post 8 notice that eldes are needed. At the flrst meetlng
the regulattons and requirements are dIscussed. ‘ _

Expectatlons. L

B Speglflc hours per week the aldes wlll work
2

Procedures 'f e Sl Gy

u:~*k;a) Be on tlme
"~ b) Work quletly ' '
~'¢)  No unnecessary conversation wlth frlends ' R
s ,e]d) Flnlsh work and leave promptly when the asslgned tlme ls up._

'ﬁ3; Written drlll on a!phebetizrng and the Dewey Declmal System :

‘iOne me thod of organlzing actlvltles for student aldes Is to label book pockets"
~with various dutles. and rotate activity cards with aldes' names from pocket
to pocket. ' The pockets could be fastened to a cork board or placed Ina: eﬁn'z
“hanging pocket chart. Each aide lists on his actlvity card the date and t35k>tf
‘iperformed so he Is assured ‘a varletv of actlvit!es. ‘

| JANE smm
~76Etober ‘3 S shelvlng
P October 6 - clirculation
SR ' Octoeer 12 paste pockets
o : October 15 . desk i '

3?@55fblilttes for task areas’ for student aldes include the followlng:

~ Circulation desk
- Shelving materials
- Care of audlo-visual medla
. Care of newSpapers and magazlnes
‘Room check. :
Door duty
. Sorting and checklng In books
. Preparing bulletin boards displays
; Dellverlng, settlng~up end operatlng audlo-vlsuel equlpment'

- - ., .

-

T ADIEO OV A N e :

o



- American Assoclation of School Librarians (AASL). Many |Ibrar ans
- actlvities and alllances with this group which glves status to ‘the y¢

-

'STUDENT AIDES, continued.

10. Alphabetlzlng new catalog cards
11, Preliminary filing of catalog cards '"above the rod"
12, Assisting with overdue notices and statistlcs B

;_Student aldes. should be encouraged to- ask questlons rathsr then to glve misi
1A|nformatlon when they are helping other students. : , i

e rAppreclatlon for serv!ces rendered by student aldes may be shown In sever&
"Qways. Some ways are ‘ S -

N ,nt the end-of-the year Awards Assembly, members of thls group may. b
- glven recognition, 3 ; ANEDERG T
2. Speclal plns may be worn.tie» "*':f-=z
. 3: Flirst chance at reading new books Just processed. _~;‘ ;
. 4 Visits to a print shop or a bindery. A
5. Arra??ements may be made for conta't wlth authors who are appearlng
,loca Yo oo . : : : o

STUDENT CLUB

Ihe Amerlcan Student Medla Assoctatlon (ASMA) ls jolntly supPorted by?th,
Assoclation for Educatlonal Communications and Technology (AECT) &

people who are Involved in educatlon through media., lf you would |
.‘Informatlon, wrlte to AN L .

,Sue Strub, ASMA Secretary
Route 3, Box 236-M o
"Aberdeen, Mlsslsslppl 39730

or
Helen COfby, Executlﬁe Secretary

Memoria}l Junlor Hlgh School Library
Laconla, New Hampshlre 032&6 ‘
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9 iet’s Jump right in, md seo what this thing is,
P8 wnderstanding the goa.ls would help, They dre

' the Bylays, mdwe gﬂzeymself expla.n-

' what wefe : ideas hindﬁf;cm? One ol ,

. té m¢ A a. ; "‘
d7WE are not he:e to reuu.lt;iE B
3, o what not, e would like stu-—
2 fwm\rer ¢of the possibilities for vocas
exist ow; Theso fields need compotent e
ple,. We. wou!d also like to 4{::1:21:;6 hé{:t‘-
$ esdunﬁ are me e
McLuhzn‘ i.s ri ht, ¢ electronie media
atralizaticn (and this ippedss to be hap-
‘will tecome an intetlocke - .’i'
t i which’ case,” "mderstandhg
"‘may be consldered basic: lteracy, and 'medla
P tst. wﬂlboevenmaeim;mtantﬁmtheyare
0w (For thote of you whoane confused by the
ermbnology debate, 1 define ! ec{ia" to be 2
transmits or stotes b.fcnna dl-
ectly - oxperlien: mentioned abwe. ~
.- 'The best way to leas something is to do it, The
Ghly way to indeérstand the effects of media 1s to parti-
ate I it, The medij is the only way our brafns ree
Jve !:ior&mlgm is too important a modder to allow in
some i .

'MA also s tes!twﬂi" mote, coots
nd support state, reglonal an locaistudent
of zereasms;!_zls,isnstedis

jons,  One ‘
ot o ﬂﬁwakASMAwanbhodohastobe
Nothing an ASMA oﬂ'icetr cin do
raty more responsive, or oua - s
ocal ¢a Wle TV.,syscem.'. Hov.g:ve‘;. 'drawv‘ oy
owrces that only 2 national orgasbiction
d _&cmuctwithmdents Senn
ble ‘ ¢ coumtry, youmay be able to -
answer, 2 clue, ot a method, - You will
’pared to tetclde the ptoblem at lwad. :
‘\\TE;VORK:&& » ake it b}
e have tried to m as vague as o
ASMA to BE its membess, .ng:genot g:o:“"agan-
3 CASMA s s members, who have giod ideas or/ ,‘
Y nterested in doing things, We try to foster e
ggmatldn ‘exchange between ourselves, -You age We, f ,
S, those who- dcn't have any ideas will leam drezm-
m those who do, and those who have ideas
will leam how from those who. are, 'nme :
g will ex d from the feedback, We den't
é. ut whenevér somecnn does some- R
medhf-fA MAls objectives are behg carried out,
Ve have aﬁtlcers and ‘comiittees which try to pull it
ogéthes, for projects, and ‘send ot
but m the ﬁua analysis, what the miémbershlp -
§; and what feedback we get (in the form of letters, .
lettey articles,” contribudions to owr moedia center
t at[ohfservices-and talk between members) detex-
“héw effecdve A)S.M.A wm be, '

.

and evexythin {
1§ lmposihle to hcll you what we do unuI
,i; It's as varicd as the ever changing ideas
thitgs i¢d ares The Assot=
oty the Conference Come
1 lénd suppéet dnd publicity to tnedia
nferences that ae bascd oft "4 maresthaneons
his fneredses the responsiver sdASMAﬁo

bership, ‘Some

usists ricrly newsletic
pub ua ne ]
the mem 13:1 /
o g%bmlqm ahd what other
" preferrad) come entirely &om the
-1 - mation’ § 7Y
- distribution of ‘p‘tlnted materia), ta
. tapes, eto. of Interest to students o
who can. Please tep:l tgoeb to eo%hct
- :As lspeclfglzceds arlse ASMA will &y to
“eral pam
a8 well 43 peoposals fo¢ making films
- SpecHically, we ase try 214 ¢
" become nvolved I the production and ddministriticn o
: media,  Genér are

i';mje for fres, acostofhw:smﬁm and
Lowe e:?'inptt an’this that you ¢ lve'ug.) :

e tiws ATo boost the: stahu of ldividual members," - Medla
- students deserve recognition for what they do.: A naﬂonal

anfzation lends
':gmbe:s, but that will not last, - mie ﬁmy and the
.national ‘org:

 Student Media Assistats and Student Libenslans do,
g _end local groups Improve th

* membeis necei
: 5;: gs foe
. supparted by the American Associat]

totish

" tho president of Michl an student Librdrians' assistants

Eotpite of 4 lot cf bard work, this atterapt did not
" bear fruit, It wamit untll the' ard_Annuzlalff.E. Schoc

- any real new action wis taken,
- present wrote 2 petiion wgln

o of the Amerlean Studant Media
- yote

encoumges information exchange and
the conference with its goals; Newsletter; ASMA
which seeks to Inform
happenings n media, new
members are dobug, = Cons
the form of articules and artwork (Une ar

ﬂm members,

of curent
uttans
ervices; ASMA

§ E

to

am,-of ‘when a lera arbes;
B o variow subjects dré bein ub
’ 3551&

fig to encourage oir members

v 1o itnd peo N
ps‘"' gy spealmﬁ.peorplzbo:dhm

to condit wor

A theme nuning right along with this is our obje

“suchag ASMA - to it's

anlaticn kee an’ outsu.n
ASNA intends to work togvatx?l getthig ‘credit

F"%ﬁ‘

L

maldog nmore! Information avallable hel hg .kdo
the skills aud talents of ail i8 inte; :
mdh an&hnhh mmerw%helpm ¢ reglon

ASMA as 4 pational atf a

- Educational Commimlcations dnd Techn '
In ¢antact with ¢ oiesbag Mcd!fa pe

alccnvent:lms. A special prog
- membership a
Ametlean Student Media Asﬁcla

Librarlans, Thro ¢ tionsh
even more sewiggshtg‘gthe mem,;f hd

A THUMENALL HISTORY or ASMA .
 ASMA can trace s Leghning back to 1966 when

'Lwéc

up aﬁempt:ed to hold a natinal convention In Chiedgo,

Asoclation's: Student Le

of School Librarians and the Jation for
Communications and Teclhnology b0 support
soclation, - A ‘steering commmee f,
mi¢etings with AASL ¢ AE contacte :
onemyeu tliav?'datlsths%nm‘ tme? b d'the amw
s scal arou ¢
met and adopted 4 con hes.» ‘a.‘ndsetupdie work
0’ Wek
A TR ol L N
‘ es, Ve 4n ‘well,
dewn:ee gly"iom’su tobeo{servicet‘om
who wcck !n the fie edial

Action i v
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,NAME 'I‘he name. shall be lmown a3 the Amedcsn Student Med.ta Atsoelaﬁcn. T

elo He)ien Colby, E‘.xeeutlve Seqretw, Amedcw Student Me
,smm \iedia Assoclation for Students h the

: NEWERSHIP Any smdenf, “g:h tnyma

- the purposes and objectives of the A tion may become & taember upa
. duss as provided for In the hws £cr chsses of membuship u the Bo
. may from time totime esub :

-® o 'fa.nd a Treasurer, The officers shall be elected as trovide i inthé
- shall hold offlce for @ term of one year, ‘The omws shul old office u
- thek successors aro electéd dnd q : g
_“An Executive Advisoe shall be nppointed fcr s tenn aot to emeec’l wee years,
" may be reappohted. RO E o Al

' ELECTIONS, | Conlsidiiiaiedis it g
,'rhe P:e;ident, Vice Presddent, Secrebm/ and mmm sball be.,e. cted by the

‘The determidation oa‘idx:-cniclg and- the dh'ectianéf t.he Auocia

" siding offlcet of the Assoclation, JIn e eveat the S
~ be unable to serve out hh term, the Board of Difectars, shall

e
TN jﬁ.lledfor the mexpheétam by the Board otheﬁ'b
ASSOC!ATION POLICY STATEMENTS, '

'The Board of Directors shall determine owcm Asochﬂa: pbll
 The aanual conference for members and others intetested inm

The members of g Boai'd' ol Dimctg-s who are’ ao,t‘gtf

- and published and distributed to the memb

~ CONSTITUTION

PRINCIPAL CFFICE. The principal office of the Amerlcan Studest Media Ansoclz tan,
inttiall 1) be at Memorial Jr. High School;, Mcgrath Stree 51 "1‘,;’23'“’&,“' 03
ﬁ )

PURPOSES AND OBJECTIVES. The genml p\l?de ‘and obtecc‘btvs “g éﬁ: Amergm
ement of e

ugh the we of mcdh. i N L

cdvznmucn AND' omczas.

ity of 2 B frectoes, elected and fmctlming u ’
3 ofﬁces of the Association shall be 2. h'esid.e.nt,

.event that the President shall be wnable to serve ot

| tbe Viee Igesident shall succeed to the uncxpired femainder of the term,
~event that both the President and the Vice President shall be: _m;lge to serve out -

the terms, the Board of Directors shall elect ene of #s membeg Yot

bers to serve oid
selected a3 provided for in the Byliws, A vacancy.

?J'A may a;loﬁ aud
publish resalutions, These resoluticus shall be canside:ed by the
and may be adopted as official policy of the Assoclaticn,

PUBLICATION OF THE CONSTITUTION AND BYLAWS., el
The ‘constitution and Bylaws shall be reviewed pedodicaﬂy by ﬂw Boud of D!necm .

?&WDWTS TO THE. CONSTITU'I'ION. ’l‘he Cmstlﬂtbnmay be ammded !n the
h-oposalsfor amen tsdwconsﬁt\tlcumay«lgha ht!wBoard aﬁ
fnbmitted to the Board of one half ofonepexcent(llzo:m}acﬂvemem a
of the date of the amentment, When the “gosefl amendment has been approved -
ByamajornyvoeedﬁxeBoard&sbanbe htedtoavotebythgmembenbip."
Proposa]s for amending the Coustitution may be presented to the Executive Adg:a by
a petitl sig:ed bytwo and one-half percent (2«1/2%) of active members of ta
Asoclada:. valldating the signatures an the petition, the Executlve Adv!su
‘take ;:be necesmy steps o prescnt the * proposed amendment to 4 vote by. thé
mbersh ‘
in all csse?the proposed amendment must be nubmitted In mlﬂng t6 the Exectﬂve
‘Advisoe at least four months price to the mall ballot, At least two mcnths prior to
the mafling of the ballot, the membership must be formed d ﬂ:e amendment whh
sn ex’ph‘naﬁmd the redson for fu hnplemenuﬁou ' ;_

pge 2. , SR
.. The Americen Student Medis Asgoclstl

" 13‘0.,»-_.
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" (d) An smendmest shall become eﬁecﬁwk vt ¥ Bt been appeoved by nolew this
e o af" baltels retumed 60 ead comed by the Exocuiive Advise,

SCTIVES,  Tha genersl prry ecﬂveaofﬁnAme:igmswentMedhAMﬂm

L bo the fmprovoment and Iucresse of rosowces, both humax and t:edmological, nvaihble

e gia Speciﬁo purposes sud cbjectives shall bes: o

eacourige me ~odentzu ‘ﬁmut :s oward the betm use d Madn

e, b the status of the indetn.l mnibee. S

o 'I‘o ma!ntah: an information housey for m«mauc_n o student tntemt h medh md i

nd favolvordent, : ChRe s 3

eidiinex for shidnt tovalye mes
am3 In the media £ R
ast In thy media professd

q:.] experimantation and explmﬁon into media.

of Medfa as envkonm% .

L retaryy and the' ’l‘:easmet shall. o tﬁo duﬂes olthe_tum
rodzudxﬂesasmaybeadﬁove bymenoazddmreﬂtors,
o the second year as Imme Past : ~
-2 (a) . The President of the Assoclatio shm be. the executive lzead of the orgaaizaﬁm, shall
e prestda at all bishiess maetings, shall cany out the bostructions of the Executive Com
S 7. mittee and the Board of Directors snd preside at meetings,” . :
() In the absemce of the President, the Vioe President shall assume the dutlec cdthe i’eeddcnt.”
20" Further delegatians of ‘authority shall be determined by the Bossd of Dire J :
_ﬂf - -The dutles of the Secretasy shallbetOreccrdtheb sdauoﬁichlmeeﬂ:g",

(d) - The duties of the Treasures shall be to seive 3s chabrman of the
- (e) . .The Executive Advisor, mrldng with the Board, dn::gh the office of the &%sidm t assists
o in formulating policles’ of the board and fd«ms other dutiés as determied by

~ execittve commlﬂee such s execwicu ‘deeds and s!gn!ng o formal doc

NOMINATIONS AND mcrrons. ol e
(a7 Prior to Febrmry 1, the: Preﬁdent sbnll ‘appoint a Nom!,na g
EREN ﬂz{ mbers_ repnesenthxg ‘assoclation by. ge¢ ,x:h!cal
Com mme Past President ¢

‘ bo the Immedia
’~.,r._.aﬂng Comm ,_ | prepate ab

eeauuwmcwwéomm Bousd of bmm
' between meeﬁngs‘ol that body. h

,,,,,,

Agsoctation -



Ll tmm’rms The Bound o omctas“snau appolnt all odm dﬂcen «'u'mo- ;
‘icﬁ?l?cal ear of dxe A uﬁou b Sepeembe: . 2
The muaéit and 233 Board qf m,.;, bt of th

Ce ~shell assume thelr 1 W the axmmY ¢¢‘W¢8ﬁw. a the v
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Library Orientation

‘PRINT MATERIALS:

V"'Bérher, Slsa. lnfe :raﬂn "
»»qulnvlew un oF

llbrary, ms!mctlon wlth clossroom teach‘ln"""‘atjﬁ";i“f i
'gb School. rerlcan LTbrary Assoc}aﬂf‘ :

Callfornla Assoclation of $ Ibt . $: A handb f
,q ”toergcﬂorsssgr?dasc go? llt:ocr'c}f"toc.msL . r%';gfgn ;8 3 137n d °°k o

w Ruth H. _In whot book? Macillan Co,, 1970

H pkinson, Shirley L. lnsrrucﬂonal materlals for feaching ’fhe.
) Ibrarz, 4fh ed §an ]ose, Ca., Claremont House, 1971

Learrﬁ o use medla. Bullenn 197. Wisconsln Dept. of Public"”nsirucl
r_:,|o L _

Moﬂ, __Carolyn. The children s book on how to use books and flibrari s.
‘Rev ed Scribner, 1961 ' , .

_Rossoff, Martin. Using your high school llbrary. 2nd ed “H;'.‘W'.'_fw‘lylko;
I%é (c1964) ‘ iy ey
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lu mms AND FILMLOOPS

And someth | miore . A, L A, 28 rﬁln.__ lbmm, color, l964 $<>ur<:esr :
- Modern Talking Picture Servlce, lnc., 1212 Avenue of the American“
New York, 10036

nhing responslblllti books and thelr care. Coronef Fllm'l' C O e
BT mm, color, n.d §ource: ﬁnet F l s, 6% Emt Gnmh Wohsr H

_‘-A book Is to cqre for. Coronet Fllms.
‘Source: ~ |

Elemenmryi school ll'—-~ ¥ _Allonﬂs Productl ps, lnc:
_color, 1962, Source: Atlantis-Productions, ’
Thousand- Oaks, Co',f,-a ’

' th freedom."f,, Productions,
T ‘fource WIngProductJon I

Jrst fllm on our: llbrary. - Flim: Assoc
Source' ,; ﬁ ‘Educational ‘Media

** How to use fhe reuder % guide o perlodlcalzlllerqlure -
- -12 min, 16mm, color, n g Source:”.‘-. : r
New York, 10036

ln.o the known. Ame rican Textbook Publishers lnsmule.
color/b&w, 1960, So‘urce.i Slerllng Movles, U S,
New York, 10023 S

Keys 16 the lubrary. , ler=Barker | o 16mm, - color
Source: Kugler-Barker Produchons, 2311 Dudley, APosadeno Ca,




ke

Let's be_good cltizens at the library, John F’. Criswell, Camerart Plctures,

TO min, 18mm, béw, 1954, Source: Gateway Productions, Inc.,
1859 Powell Street, San Francisco, Ca. 94111,

The library - a place for discovery, Encyclopaedia Britannica Films, 16 min,

T6mm, color, 1966, Source: Encyclopaedia Britannica Educational Corp.,
1158 Wilmette Avenus, Wilmette, Il 60091, ,

Library adventure, Neubacher Productions. 13 min, 16mm, color, 1956,
Source: Neubacher~Vetter Film Productions, 1760 Westwood Bivd,, LA
Los Angeles, 90024, : , :

Library is a 'place where.  Encyclopaedia Britannica Films, 16 min, 1émm, . -

coloyb8w, 1963, Source: Encyclopaedia Britannica Educotional Corp.,, i
1158 Wilmette Avenue, Wilmette, 11l, 60091,

Library o:ganization, 2nd edition, Coronet Films, 11 min, 16mm, célor_, S
1951, Source: Coronet Films, 65 East South Water Street, Chicago, 60601,

Library reseorch in high school , Kugler-Barker Productions., 10 min, 16mm, -
color, 1958, Source: Kug|er-Barker Productions, 2311 Dudley, Pasadenu,
- Ca, 71105, .

Library story, Encyclopaedia Britannica Films, 15 min. 16mm, color, 1952

Cource: Encyclopaedia Britannica Educational Corp,, 1158 Wilmette Avenve,

Wilmette, 111, 60091,

Libraries are for shoring, 11 min. 16mm, color, 1957, Source: Portafilm,
4180 Dixie Highway, Drayton Plains, -Michigan 48020, -
£

One detective, a spy, a thief, four clues and&ou... 12 min, 8mm, color, -
Source: ACI Fﬂms, Inc,, 16 West 46 St;,. N.Y,, N.Y, 10036

Treasure in books, Bailey Fulms. 11 min, 1émm, color, n.d. Source. BFA -
Educational Media, 2211 Michigan Avenue, Santa Monica, Cc!ifornla 90404

What's in a library, National Educational Television, Inc, 30 min, Iémm, b&w,
1966, Source: Audio Visual Center, Indwna Univ., Bloomington, Indicna S
47401,

You and your library, C.B. Films Inc, 11 min, 16mm, color, 1962. Sour§e: e
— AVED Films, 7934 Santa Monica Bivd., Héllywood Ca., 90046, :

You'll find it in the |ibrary. Coronet Films, 14 min, 16mm, color, 1966
“Source: Coronet Films, 65 East South Water Street, Chicago, 60601,

Yours for the taking. University of Southern California, 23 min, 16mm, color,
“n.d. Source: Production and Distribution, Univ. of Scuthern California,
Dept of Cinema, University Park,- Los Angeles, 90007,
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11, FILMSTRIPS AND SOUND FILMSTRIPS:”

Basic knowledge. (Filmstrlp = sound). Library Filmstrip Center, n.d,
2 filmstrips, coler, 35 mm, and phonodisc: 2 s, 12 In, 33-1/3 rpm,
Source: Library Filmstrip Center, 3033 Aloma, Wichita, Kansas 67211 .

Books talk back, Library Filmstrip Center, 48 frames, color, record, 1965.
Source: Library Filmstrip Center, 3033 Aloma, Wichita, Kansas 6721,

The card catalog. (Filmsteip = sound). Llibrory Filmstrip Cent-e‘r_, 'i968," 48 fr
color, 35 mm, and phonodisct 2 &, 12 in, 33=1/3 rpm. microgroove,
Source: Library Filmstrip Center, 3033 Aloma, Wichita, Kansas 67211

The card catalog. (Filmstrlp), Encyc!opaedia Britannica 'Films}'j]963‘.»i. 47 fr
color, 35 mm, Source: Encyclopaedia Britannica Educational Corpi,
425 North Michigan Avenue, Chicago, Ill, 60611, Ll

‘Communication: Books, McGraw-Hiil_.‘ 43 ‘fromés,,» colot,‘ 1‘968.5 Source:
McGraw-Hill Films, 330 West 42 Street, New York, N, Y, 10036

*#% Elementary school library. Atlantis Productfo‘ns. 78,frdmés, color,record
n.d. Source: Atlantis Productions, 1252 La Granada Dr,, Thousand
Oaks, Ca. 91360, : ‘ et

*  Glad book, sad book, Long Filmslide Service. 62 frames, colo_’f:.-'_: Soi_)r,ge;;
Long Filmslide Service, 7505 Fairmount Ave., El Cerrito, Callf, 94530

*  An introduction to the library (a series), Warren Schloat Proddctfdh‘sf,»»;»!_rj\‘éf.’ﬁﬂ
4fs in set, 4 vecords, color, n.d, Sourcet Warren Schloat Productions,
Pleasantville, New York 10570, ’ S

The library. (Filmstrip = sound). RMI Film Productions, 1969, 68fr.co|or,
35 mm. and phonodisc: 2 s, 12 in, 33<1/3 rpm, microgroove. Souice: -
RMI Film Productions, 4916 Main Street, Kansas City, Mo.“6‘4112'. .

Library: o series, - Essential Education, 3fs in seti Cooperating with the

g Librarian, -3/ frames; Making the Library a Learning Center, 40 frames;
Using the Library for Research, 40 frames; 1961. Source: Essential -

Education, Box 968, Huntsville, Texas 77340, f Lo

** Library Research Tools (a series), Eyegate House, Inc, 10fs In set: The Bo
Card Cotalog; Dictionaries; Encyclopedias; Intro, to the Library; Perlodica
References & Indexes; Research Paper-Bibliography; Research Paper--Prelimi
Stages; Selected Reference Sources |-General; Selected Reference Sources
I[-Special, 40 frames each, color, n.d., Source: Eyegate House, Inc.,
146-01 Archer Avenue, Jamaica, New York 11435,

Library Services (a series), Eyegate House. Inc. 4fs in set: Explalning the
“Dewey Decimal, 41 frames; Introduction to the Card Catalog, 35 frames;
Parts of a Book, 38 frames, Using Reference Materials, 37 frames, 1961
Source: Eyegate House, Inc,, 146~01 Archer Avenue, Jomaica, New Yo
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rar Tools (o serles) McGrow-HIII Texr Fllms*Young Amerlcon Fllms. 6fs ;,

“Tn s8ti Alds In Writlng and Reading, 37 frames) Almandcs and -Yearbooks, .
40 frames; Books for Blography, 46 frames; CGazetteers and Atlases, 40 frames;
- Ore Volume Encyclopedia, 39 frames; Readers' Gulde to Pericdical therature, e
5% frames, 1954, Sourcer McGruw-Hlll Fllms, 327 West 4lst St., New
York 10036 ' ~

: oMaglo shell (engyclopediu) Fleld Enterprlses Educatlonal Corp., 54 frames, 2
" c—lor, 1960, Source: Field Enterprises Educetlonol Corp " 510 Mer« handlseg,
Morl Pioza, Chlcogo 60654 “i Sy

i

Me‘dlocenter 3 lerary Filmstrip Center. 48 frames, color, phonodlsc or
: “cassetle, n.d, Source: Library Filmstrip Center, 3033 Aloma, : chhlfa, e
Kansas 67211, (Rec, & fs, $18.00; cassette & FS $20 00) AR

One volume encyclopedlos. lerafy Fllmslrlp Center. 50 frames, color,
- record or cassette, n .d." Source: Library Filmstrip Center,. 3033 Aloma,
lchlto, Konsas : 72l|. (Rec. & FS $18 00 cossette & FS 520 OO)J-..

E‘Q,Our llbrorz. (Fllmsrrlp). rncyclopoedla Brltonnlco Fllms, 1966, 48 fr.
7 35 mm. Sourcet Encyclopaedia Britannica EducotIOnaI Corp., 425 ‘\lorth
Mlchlgan Avenue, Chlcogo, LI 60611. S

| School lll,ror (a serles) Revlsed edrllon ol' the lerary Serles, McGﬁ

oo Text <t Films:: &fs in set: Card Cotolog, 44 frames, Dewey Declmal System
40 frames; Dlollonqry Pt. 1, 36 frames; Dlotlondry Pt, Il, 45 frqme el
'-‘ncyclopedla, 87 -frames; Using Books, 43 frames, 1966. SoUrce:
Hlll Fllms, 32/ Wesl 41st Streel, New York l0036

- Taking a trlp wllh a book (Fllmslrlp) Educatlonal Readmg Servlce
E SOUrcer, Educqllonal ‘Reading $ , r A

Using the elementary‘ schoo 8l
hisnodisc: "or’,3 lapo(»_’f assettes, é




IV CHARTS AND POSTERS

‘How to find o book, (Study Print). Creatlve Educaﬂoncl Servlces, Inc.,:n.’}d
T0 col, prints, 9 x 11 In.  Source: Instructional - Alds, In¢ i, Subsidlar
CreGﬁVe Educational Soclety, tnc., P O Box 191, Mankato, Mlnn.

Libmrz skms. Idecl School Supply Compcny. Set of .18 churts, |
Source: Ideal School Supply Co., 1100 South Lavergne Avenue,
i 60453, "

Usingjour‘nbra'_g. (Study Prlnt) F A Owen Pub Co.,
13 x 16 in. Source. F A Owen Publlshihg Co., Dansville

' icolo Eyegcle House, !nc.f 5 p!ushc charts.; Source'~-ﬂ
& 3%-0\ Afcher Avenue ' Jomclcq, New York l»l435

: Library helpers. Koy/Jay Compcny. Set of 10 posters,_
~Dewey. classification, - Source: ay/Juy Compqny,
Collfomta 9484\ ‘ ($l4 95) :




o _The Center for Cassette Studies, 8110 Webb Avenve, North Hol!ywood,
5 Listenln Post. Sourcer Bro-Dart, Inc., 15255 £, Don Julian Rd., ,Clty

"‘:Naﬂonal Audiovisual Center.~ Guide fo Governmenl Loon Filmstrnps, Slldes

‘_iNationuI Tgpe Recording cqtolog. ; National Education Assoclaﬂon (NEA),:;

?Ilfornia 91605, Eoiulog, 1973 (new’ cdtuiog Issved pertodically)

' ndustry, Ca. 91749 (Catolog issued severol ﬂmes per. year ) -

and Audlo T Tapes (with separate sectlon on materlals for purchose) 1973
Ser!na Press, 70 Kennedy Street Alexandriu, Virglnla 22305. T

Noﬂonal Cen%er for Audno Tapes catolog, 1974 Unlversify of Colorudo,
Stodwm Buiiding, Boquer, Colorado 80302 ' :

1201 6t Sireet N“w., Wosh!ngton, D.C. 2008, .




VI, TRANSPARENCIES)

Bd“ln’n!h Ilbrory skllls.; 2 transpare.ncies, 1968,'
" liifﬁ Fordem Avenue, Modlson, Wtscéhs!n »53704

Publlshing \Co., Inc., Educdﬂon DIvisibn/School dnd'Ll rary. ‘Departm' At
» ‘10022.'

“‘,-Library reference tools 1
: ,moste;:s_;'q_;id_s;,l 2 tjdﬁsp'are
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VI, IN=SERVICE: - TEACHERS:

Bulletin b‘oor‘d;'o’n éffodtive'&éoohf dewce. Bailey Fllms. 1 mln.,
Vémm, color, n,d, Source: B ducqtional Medio, 2211 Michigon

Avenue, Sonfa Monlca, Ca, 90404

Focus on three, Americon Library Association. 3fs tn set- Allisonvllle ,
" Evaluates; Mt Royal the nner City; Casls Reudlng Guidance . Progra
1967, Review of Knapp Proiec?.« Source. ALA, 50 East Huron Stree

Chlcogo 606\ 1.

‘ ~The fortuno\e ones. Veterons Adminlstrolion, Dept. of Educmio
13 min, 16mm, color, 1965, Source: Veterans Admlnl trot!o__;
Dept of Educctior\, 523 Main Streei Richmond, Virg nia

can Librqry' ,_,Associotion.

!‘leing school librones.’ ¢
T Fllmrighfs Ehié-

1965 Progress‘ on ?’Knopp:' 'Pyroiect . '500?99

= “~Three4 for tomorrow . Americar
y.4$’oor<::o' ALA 50 Eosi Hur




© Materials Selection and Standards Policies

"‘Amerlcan Associallon of School Librarlans. Standards for school Hbrary
Erograms. American lerary Assoclatlon, 1960

: American Ltbrary Assoclaﬁon. School acﬂvlﬂes cnd the Ilbraj. Amerlcun
, ' Librory Assoclatlon,

i /American Library Assoclarlon. Swdent use of hbrarles- an inqulry into the

needs of students, librarles and the educaﬂonol process. Amerlean
Library Associanon, 1964, , AR

Callfornio Associahon of School Librqnans. Instructionol materials: selectlon

l 965,

Dar!ing, Richard L, Survey of school Hbrory standards,  U,S., Deportmem
. of Health Education and Welfare, Offlce of qucanon, 1964

o ",Detroll Publnc Schools Dept of School Libraries. The elementary school
!nbrary, a curriculum guide for the school librarian in the elementdry_
school Board of Education oF the i y of Detroit, \961 o

Dovies, Ruth M School Ilbrarwedm cemer, a force for educqtlomlj
o excel]ence, 2nd ed Bowker, 1973 T

.:f;_-“_Delaney, Jac«: J The New School Lnbrar'an. Shoe Strlng Press, lnc{. 18

:‘?;:Doug|as, ‘Mary P Teacher—Lnbranan Handbook‘
o lerary Associatlon, |949. i "

policies and. procedures. Californta _Associqthn of Schqol [ibrqnans,_ f *



deef Mory ; Poﬂems of 'develo mer
‘ ”r tann

Glliespie, John T. and D!unu L Splri._ Creét!ng a
Bowker, \973. S




Room Envnronment

'Browhfleld Florence. A Manual for Student Asslstants. Los Amlgos ngh
| School Library, 1970. o

ﬁClIfford, Ken: Books, . Chiidren, and You: 6 lerarv Aldes Handbook- o
: Garden Grove- _n_  ' choal Distr cts;, ;

VCOplan, Kate.: Effectlve Library: Exh%b!tsx Hdw'tdrPrepéreﬁénd5PrOmbféijf;f“f
‘ Good Dlsglgys. Oceana, l§38.]~ - e e e L R

‘ urr!e. oorothy H How_to. o_g_plze a Chlldren s lerary.r Oceana, 196:.‘u

(Fargo, hucllle F. The L!brarx,ln the School. Amerlcan lerary Assoclatlony
;Gardiner, Jewel. Adminlsterln?Alerary Service in tha Elementary School.;f ‘“
74 Amerlcan lernry Assoclatio A : :

jaylor, Marge. How Does Your LIbr#Ay Look? Caplstrano Unlfled School“

;washtngton State School Library Assoclatton. fNéﬁfobrérﬁ.ldré?a ﬁatlcs
The: Assoclatlon, 1961 L T e R T




Cooper, Lloyd G. )
Bro-Dart FoundcaHOn,

OI plus magaz!nés




State Adopted Instructional Materlals
For California Elementary Schools

Librarlans are beglnnlng to be piaced Tn the. eiemehtary school llbrary s
medfa ceénters with Involvement In the Instructional materials: once: Identlfle
a8 baslc textbooks and now called lnstructional materials systems, Because-
this 1s so new, guidellines are tn the preliminary ‘stages and staff assl¢ nments‘
are in timbo as to who will be respons!ble for these mater\als. espec!a?ly_

L at the bul!dlng level. i , v

7 The followlng pages Identlfy areas of gartlclpatlon In whlch the 1Ibrarlan
' mlght want to. become involved a3 a member of the teaching team.ﬁ

| Nsw TEXTBOOK LAws L e
INSTRUCTIONAL t‘.ATERIALs AcT’z‘gF ,973 foa




Procedure For Materlals Selection

PRE seucnon CoAe R A smcnon PHASE

lerarlans S e ,' _ lerarlans

>7"fDevelop ah dddress flle of local f‘ “;*ff;l:;f:;;f?!??5‘:”& ary AV
7 textbook salesmen whose. materials ' i ' t
. are belng: submltted. T

‘},2;f'Develop a publlsher catalog flle And : ‘éi&;
- -a buyer's gulde which Is devejoped --"g R
’from the publisher assassment card. R

ZVoiunreer as a partlclpant on thls
“salectlon committes, . -




INDEX

Abbreviatlions, 73

Accesston number, 48, 55, 120

Admlnl;xratlve code, 1

Alphabedlical order, 74, 75

“Art Print, 56, 59

Art Reproducttons file, 27, 37

Audio-visual medla, 26 29, 55,
69, 91-111, 127, 134 ~

Author card, 44, 120

: Blbllographles, 25, 133

Bindery services, 78, 85, 128

Book cards, 48, 75

Book falrs, 28, 35

~ Bulletin Boards, 27, 29, 36,

116, 127
Call numbers, 42, 44, 49, 120

. Card catalog, 24, 26, 27, 29,

34, 37, 42, 59, 78, 121, 128
Carrel, 110

- . Cassette tape recordlng, 60,

92; 104

 cataloging, 41, b2, 4h-63
- Censorship, 118, 125, 133
f'::“Clrculatlon System, 24, 27, 29,

34, L2, 48, 49, 55, 56 75-76,
2 88. IZI, 127 ,
Color code, 59, 81

" ‘CIassIflcatIon System, 43. 48

‘;cOmmunity !nvolvement, 10, 19,
22, 28, 115 '

- Complalhts, 28, 118
" Copy numbers, 48, 56

Chronologlcal order, 7# 75

! (‘Currlculum,_IS. 21, 26, 28, 85,

125

1}&; Damaged matertals, 78"
-~ Dewey Decimal ciassiflcatlon~

i System,,MB 122
Dlscard, 78

 Ddisclpline, 15, 23

Distrlct librartan, 21, 23 |

Educatlon Code, .13, 14 _

ffE}ementary Schools, 85

Equipment, Zh 26, 33, 91 v

Forefgn language, 7# 77

Gifts, 28, 117

Goals, 9, 11

Hall passes, 81

Hardware, 91, 111

Hyphenated words, 74
Identificatlon cards, 81
Inservice, 21, 22, 25, 93, 115, 144
Instructional materlals. 149, 150
Inventory, 81-82, 91, 93

Junior High School. 86~ 87

Kits, 65

Labels, 42, 50, 59-68

Lettering, 50, 51

~Librarian, 21, 23, 81, 117, 119, 122,

127

Library Bill of Rights, 9

Library chalrman, 25, 26

Library medla center clerk, 23. 26
33 3‘5 35a 79- 80: 91

‘lerary media technician, 24, 79, 123'1"‘

Library media speciallst 21, 23, 25.
27, 81, 123

Listening posts, 92, 107, 141

Lost materlals, 78, 81-82

Magazines, see perlodicals

-Malintenance, 33, 79-80, 9, fll SN
Medla aldes, 10, 23, 79, 81, 91, 93

Medla Codlng System, 55, 58
Microfliim reader. 92

| ~Newspapers, 29 i
- Numerfcal order. 73 75 o
“Objectives, 9, 11, 22

Orlentatlon, 21, ’22, 135-139 -
Overdues, 25, 29, 76, 77,123

+Pamphiet flle (vertlcal fIIe), 2/. 37' ,i”f
~ Pastling, 42, 50 S

Paperbacks, h2
Perlodicals, 25, 29, 85 88, 123

- Phllosophy, 9

Plastic Jackets, 50, 123

~ Polley, 9, 1o, 15, 19, 24, 28 36.

93, 117

Principal, 19, 23, 25, 27, 28, 117
"iij:rojector'i'§i- 94-10 o, 1’5 ’03 '




INDEX

Repairs, 27, 69, 78-80, 93,
111 -

Reports, 82

Right To Read, 9, 126

Room envlronment. 20, 27,
31-36, 147

Scheduling, 15, 19, 25, 26,
115

School Library Bi11 of Rights,
9’ 125

Selection policies, 9, 20, 21,
28, 117, 133, 145-146

Selection -tools, 9, 117, 133,
145

Shelf 1list, 29, 42, 124

+ Shelf llist card 47. 55, 59-638, .

78, 81
thelving, 29, 34, 42, 76, 79,
81, 85, 127
-Software, 91
Spacing, 44, 55, 59‘68
Stampling, 42 50, 59, 76, 88"

Standards, 11, 117, 145-146

Student assistants, 10, 19, 29,
127-132

Study prints, 27, 37, 67

Study skills, 21, 23‘ Ik7

Subject card, 46

Supplles, 119

Tachlstascope, 92

Teacher, 23, 25, 26

Television, 110

Title card, 45

Textbooks, 149, 150

Title v, 14 ‘

~ Traciugs, 44, 124

Transparencles, 68, 142

Video equipment, 92, 110

Viewers, 92, 103, 109. 110

Visual maker. 91

Vocabulary, 120124

Vocational flle, 37

Volunteers, 5, 10, 25, 26 27. 23,
79, 115-116, 12h




